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Working wit 
Office Programs 



Are you ready to learn about 
Microsoft Office for Mac? 
You begin in this chapter 
by learning how to work 
with the Office programs, 
including starting and 
quitting programs, and 
working with windows, 
toolbars, and preferences. 

































Start an Office Program.. 

Get to Know the Common Window 
Features.. 

Work with Office Toolbars.. 

Change the View.. 

Configure Program Preferences.. 

Add an Office Program to the Dock 

Quit an Office Program.1 










Start an 
Office Program 


To work with any Office program, you 
must first tell OS X which program you 
want to run. OS X then launches the 
program and displays it on the desktop. 


Start an Office Program 



O Click the Finder button (fT)■ 

Note: If the Office application that you want to 
start has a button in the Dock; you can click the 
button to start the program and skip the rest of 
these steps. See "Add an Office Program to the 
Dock" later in this chapter. 








































The Microsoft Office 2008 window 
appears. 

0 Double-click Office program you 
want to start. 

Note: The first time you start an Office program 
you see the Microsoft Office Setup Assistant, which 
takes you through the process of setting up Office 
for your Mac. 
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• The program appears on the 
desktop. 
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Can I open an Office application 
automatically when I start my Mac? 

Yes. You can set up the application as a 
login item for your user account: 

Q Click System Preferences (Ti) in the 

Dock. 


0 Click Accounts. 

0 Click your user account. 

0 Click the Login Items tab. 

0 Click Add (+). 

0 Click Applications. 

0 Click Microsoft Office 2008. 

0 Click the Office application you want to run at 
0 Click Add. 



startup. 






























[ Get to Know the Common 
Window Features 


Before you can get productive with Microsoft Office, you need to get 
comfortable with the layout of the Office windows, particularly common 
features such as the toolbar, status bar, and Elements Gallery. 



• Status Bar • View Buttons 


• Window Controls 

Click these buttons to close 
(|S), minimize and 
zoom (|fi) the current 
window. 

• Title Bar 

This bar displays the name 
of the current document. 

You can also click and drag 
the title bar to move the 
window. 

• Standard Toolbar 

This offers a collection of 
buttons, lists, and other 
controls that give you quick 
access to common program 
features. 

• Elements Gallery 

This displays a collection of 
tabs that represent various 
objects — called elements — 
that you can add to your 
Office documents. 


This displays information about 
the current document. 


Click these buttons to change the 
current document view. 
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• Work Area 

You use this area to add 
and edit data in your Office 
files. In Word, the work 
area shows a word 
processing document; in 
Excel, you see a worksheet; 
in PowerPoint, you see a 
slide. 

Scroll Bars 

Click and drag the vertical 
scroll bar to scroll the 
current document up or 
down; click and drag the 
horizontal scroll bar to 
scroll the current document 
left or right. 

• Scroll Buttons 

Click these buttons to 
scroll up ([*”), down (P~), 
left (F), or right(F) 
one line at a time. 



• Formula Bar 


• Window Size Control 


In Excel, you use this area to 
insert text and formulas into 
worksheet cells and to edit cell 
contents. 


Click and drag the lower-right 
corner to change the window 
size. 
















Work with 
Office Toolbars 


In the Office applications, the Standard 
toolbar gives you quick access to commonly 
used commands. However, all the Office 
programs come with multiple toolbars, so 
you need to know how to display the toolbar 
you want to work with. 

If you want more room to work on an Office document, you 
can also hide all the toolbars. 


Work with Office Toolbars 



DISPLAY A TOOLBAR 

O Click View. 

The View menu appears. 

e Click Toolbars. 

e Click the toolbar you want to 
display. 

• If a toolbar is currently displayed, 
the program shows a check mark 
([*") beside the toolbar name. 


Note: Another way to display the list of toolbars is 
to right-click (or Mni +r/frfrl the Standard 
toolbar, and then click Toolbars. 

• The application displays the 
toolbar. 
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HIDE ALL TOOLBARS 



Working with the Office Programs 


O Click the Show/Hide Toolbar 

button (f ). 


• The application hides all the 
displayed toolbars. 

• To show the toolbars again, 
click I . 




Can I customize the buttons 
that appear on a toolbar? 

Yes. Follow these steps: 

Q Click View. 

0 Click Customize Toolbars and 
Menus. 


The Customize Toolbars and 
Menus dialog appears. 

© Click the Commands tab. 

© Click an item in the Categories 
list. 

0 Click and drag a command and 
drop it on the toolbar. 



The program adds the command to 
the toolbar. 


0 Click OK. 









































Change 
the View J 


Depending on what you are doing in an 
application, you might need to select a different 
view. For example, to see what a Word document 
will appear when printed, switch to Print Layout 
view. 

You can also change the view by choosing a different 
magnification. For example, choose a higher magnification to zoom 
in on a document. 


Change the View 



SELECT A VIEW 

o Click View. 

0 Click the view you want to use. 


• The application switches to the 
new view. 

• The application displays the name 
of the current view in the status 
bar. 

• You can also change the view by 
clicking the view buttons. 
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CHANGE THE ZOOM 
MAGNIFICATION 

o Click View. 

Q Click Zoom. 

The Zoom dialog appears. 

e Select a magnification option 
(O changes to ©). 

• You can also select the Custom 
option ( changes to * ) and 
then type the magnification value. 

O Click OK. 



The application redisplays the 
document using the new 
magnification. 

• You can also use the Zoom 
control in the Standard toolbar to 
set the magnification. 
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What's the difference between the various Word views? 


Draft 

Displays the document without images for faster viewing. 

Web Layout 

Shows how the document appears when viewed in a Web browser. 

Outline 

Displays a document as an outline where you can collapse and expand sections based on the 
headings in the document. 

Print Layout 

Shows how the document appears when printed. 

Notebook Layout 

Displays the document using a notebook metaphor that enables you to add and edit data 
using different notebook tabs. 

Publishing Layout 

Displays the document in a mode that enables you to apply publication templates for things 
like newsletters and brochures. 








































Configure Program 
Preferences i 


Each Office program offers a number of 
customization features in the Preferences 
dialog, a collection of settings and options that 
control the overall look and operation of the 
program. To use these settings, you must know 
how to display the program’s Preferences 
dialog. 


Configure Program Preferences 



Q Click the program's application 
menu. 

Note: This menu uses the same name as the 
program: Word, Excel[ PowerPoint ; or Entourage. 

0 Click Preferences. 



The program's Preferences dialog 
appears. 

0 Click the button for the preference 
category you want to work with. 
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The preferences in that category 
appear. 

o Make your changes to the options 
and settings you want to modify. 


0 Click OK. 

The program puts the new 
settings into effect. 
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Are there faster methods I 
can use to open and close 
the program preferences? 

The fastest way to open the 
program preferences is to press 



©+0 (comma). Probably the 
fastest method you can use to quit the 
program preferences and put your new 


settings into effect is to press filSflHffT to close 
the program preferences without putting any 


changed settings into effect, press S8 





When I open the program preferences, how can I 
restore the original icons? 

To return to the main System Preferences window, you 
have two choices: 



• Click F until the main window appears. 


• Click Show All. 

































Add an Office Program , 
to the Dock i 


If there is an Office program that you use frequently, 
you can launch that program faster by adding the 
program’s button to the Dock. This enables you to 
start the program just by clicking its Dock button. 

Some Office installations add buttons for all the Office programs to the 
Dock by default, so you may not need to follow these steps. 


Add an Office Program to the Dock 



o Click the Finder button (|£ ). 

A Finder window appears. 

0 Click Applications. 

0 Click the Microsoft Office 2008 

folder. 

The folder opens. 

0 Click and drag the button of the 
Office program you want to start 
and drop it on the Dock. 



• Mac OS X adds the program 
button to the Dock. 

Note: If the Office program is already running, 
you can also right-click (or click) the 
program's Dock button and then click Keep in 
Dock. 












































Quit an Office 
Program 
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When you complete your work in an Office program, you 
should shut down that program. This reduces clutter on 
the desktop and in the Dock, and it also conserves memory 
and other system resources. 


Quit an Office Program 



QUIT AN OFFICE PROGRAM 
USING THE MENUS 

O Click the program's application 
menu. 

Word is shown in this example. 

o Click Quit Program , where 
Program is the name of the Office 
program. 

Note: If you have any open documents with 
unsaved changes, the program prompts you to save 
your work. 

Note: Another way to run the Quit command is to 
press O+Q. 

QUIT AN OFFICE PROGRAM 
USING THE DOCK 

O Right-click the Office program's 
Dock button. 

You can also Iwml +clirk the 
button. 

0 Click Quit. 

Note: If you have any open documents with 
unsaved changes, the program prompts you to save 
your work. 
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Working with Office 
Documents 



The three main Office for 
Mac programs — Word, 
Excel, and PowerPoint — 
work with documents in 
similar ways. Whether you 
need to create a new 
document, save or print a 
document, or edit document 
text, the techniques you use 
are the same in all three 
programs. 
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[ Create a New 
Document 


To perform new work in an Office program, 
you need to first create a new Word 
document, a new Excel workbook, or a new 
PowerPoint presentation. 


Create a New Document 



CREATE A NEW DOCUMENT 
IN WORD 

O Click File. 

0 Click New Blank Document. 


Word displays the new document. 
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Working with Office Documents 



CREATE A NEW DOCUMENT 
IN EXCEL 

Q Click File. 

Q Click New Workbook. 

Excel displays the new workbook. 


CREATE A NEW DOCUMENT 
IN POWERPOINT 

O Click File. 

0 Click New Presentation. 

PowerPoint displays the new 
presentation. 
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Does Word offer 
other options for 
creating new 
documents? 

Yes. Word also enables 
you to start a new 
document using either 
the Notebook layout or 
the Publishing layout: 

O Click F beside the New button ([Q). 

© Click either New Blank Notebook Layout Document or 
New Blank Publishing Layout Document. 
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Are there faster 
methods I can use 
to create a new 
document, 
workbook, or 
presentation? 

Yes. Word, Excel, and 
PowerPoint each offer a keyboard 
shortcut and toolbar button for faster 
document creation. From the keyboard, 

press 0 + 0 ); in the Standard toolbar, 
click the New button (| ). 




























Create a New Document 
Using Project Gallery i 


Office 2008 for Mac comes with a program 
called Project Gallery that you can use to create 
new documents based on a template. Each 
template includes preformatted colors, fonts, 
styles, and more, which saves you time when 
creating your documents. 

Office 2008 for Mac offers more than a dozen template 
categories, including Brochures, Business Cards, Newsletters, and 
Resumes. 


Create a New Document Using Project Gallery 



o Click File. 

0 Click Project Gallery. 

Note: You can also launch Project Gallery by 
pressing feliTHl + E3+Q. 

Note: You can also run Project Gallery as a stand¬ 
alone program. In Finder; click Applications ; open 
the Microsoft Office 2008 folder, open the 
Office folder, and then double-click Microsoft 
Project Gallery. 


The Project Gallery dialog 
appears. 

e Click the New tab. 

Q Click a category. 

• If the category offers 

subcate gori es, click [►" to expand 
the list (!►" changes to [*"). 
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T 



• The Project Gallery displays the 
available templates in the 
category. 

0 Click the template you want to 
use. 

0 Click Open. 
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The program creates a new 
document based on the template. 
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Can I make the Project Gallery appear 
automatically at startup? 

Yes, by following these steps: 

O Click File. 

0 Click Project Gallery. 

e Click the Settings tab. 

0 Select the Show Project Gallery at startup option 
(L changes to 3). 

0 Click OK. 


0 
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Save a 
Document 


After you create a document in Word, Excel, or 
PowerPoint and make changes to it, you can 
save the document to preserve your work. 

When you work on a document. Office stores the changes in your 
computer's memory, which is erased each time you shut down 
your computer. Saving the document preserves your changes on 
your Mac's hard drive. 


Save a Document 



O Click File. 

0 Click Save. 

You can also press EJ+0 or 
click the Save button (|tl) in the 
Standard toolbar. 

If you have saved the document 
previously, your changes are now 
preserved, and you do not need 
to follow the rest of the steps in 
this section. 



• If this is a new document that you 
have never saved before, the Save 
dialog appears. 

e Click in the Save As text box and 
type the name that you want to 
use for the document. 

• To select a different folder in 
which to store the file, you can 
click F beside the Save As box 
and then click the location that 
you prefer. 



0 Click Save. 


The program saves the file. 

































Open a 
Document 


Working with Office Documents 



To work with an Office document that you have saved in 
the past, you can open it in the same Office program that 
you used to create it. 


Open a Document 



O Start the Office program that you 
want to work with. 

0 Click File. 

e Click Open. 

You can also press ED + CD, or 
click the Open button (|j) in the 
Standard toolbar. 



The Open dialog appears. 

O Click the folder that contains the 
document you want to open. 

• To select a different folder from 
which to open the file, you can 
click [E in the From list and then 
select the location that you prefer. 

0 Click the document. 

O Click Open. 

The document appears in a 
window. 









































Edit Document , 
Text i 


When you work with a character-based file, 
such as a text or word-processing document 
or an e-mail message, you need to know the 
basic techniques for editing, selecting, copying, 
and moving text. 


Edit Document Text 



DELETE CHARACTERS 

O In a text document, click 

immediately to the right of the last 
character that you want to delete. 

The cursor appears after the 
character. 


Q Press O until you have deleted 
all the characters you want. 

Note: You can press to delete the 

entire word to the left of the cursor. 

If you make a mistake, 
immediately click Edit, and then 
click Undo. You can also press 
0+B) or click the Undo button 
(R in the Standard toolbar. 
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T 



SELECT TEXT FOR EDITING 

Q Click and drag across the text that 
you want to select. 


o Release the mouse button. 

• The program highlights the 
selected text. 
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Are there any shortcut methods for selecting text? 

Yes. There are several shortcuts you can use. Here are the most useful ones: 

• Double-click a word to select it. 

• Triple-click inside a paragraph to select it. 

• Click to the left of a line to select it. 

• Press 13 + 10) to select the entire document. 































Edit Document 
Text (continued) 

___/i 


After you select text, you can copy or move the 
text to another location in your document. 


Edit Document Text (continued) 



COPY TEXT 

O Select the text that you want to 
copy. 

0 Click Edit. 

0 Click Copy. 

You can also press EJ+Q. 


0 Click inside the document at the 
position where you want the copy 
of the text to appear. 

The cursor appears in the position 
where you clicked. 

0 Click Edit. 

0 Click Paste. 

You can also press D+Q. 

• The program inserts a copy of the 
selected text at the cursor position. 
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Working with Office Documents 


MOVE TEXT 

Q Select the text that you want to 
move. 

0 Click Edit. 

0 Click Cut. 

You can also press 0+0. 

The program removes the text 
from the document. 


0 Click inside the document at the 
position where you want to move 
the text. 

The cursor appears at the position 
where you clicked. 

0 Click Edit. 

0 Click Paste. 

You can also press ED+3. 

• The program inserts the text at the 
cursor position. 
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How do I move and copy text with my mouse? 

First, select the text that you want to move or copy. To move the selected text, 
position the mouse pointer over the selection and then click and drag the text to 
the new position within the document. 

To copy the selected text, position the mouse pointer over the selection, press 
and hold j , and then click and drag the text to the new position within 

the document. 
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I Find Text in 
a Document i 


In large documents, when you need to find 
specific text, you can save a lot of time by 
using the program’s Find feature, which 
searches the entire document in the blink of 
an eye. 

This section uses Word as an example, but finding text in 
Excel and PowerPoint is similar. 


Find Text in a Document 



o Click Edit. 

Q Click Find. 

Note: You can also run the Find command by 
pressing O+(0. 


The Find dialog appears. 

0 Click in the Find what text box 
and type the text you want to find. 

o click Find Next. 







































Working with Office Documents 


• The program selects the next 
instance of the search text. 

Note: If the search text does not exist in the 
document, the program displays a dialog to let 
you know. 

© If the selected instance is not the 
one you want, click Find Next 
until the program finds the correct 
instance. 

© Click Cancel to close the Find 
dialog. 


• The program leaves the found text 
selected. 




A Mosaic of New Words 
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When I search for a small word 
such as the , the program 
matches it in larger words 
such as theme and bother . 

How can I avoid this? 

In Word's Find dialog, click p~ to 
expand the dialog. Select the Find whole words 
only option (C changes to V). This option — 
which is only available in Word and PowerPoint — 
tells the program to match the search text only if it 
is a word on its own and not part of another word. 



When I search for a name such as 
Bill, the program also matches 
the non-name bilL Is there a 
way to fix this? 

In Word's Find dialog, click p" to expand 
the dialog. Select the Match case option 

( changes to 2). This option tells the program to 
match the search text only if it has the same mix of 
uppercase and lowercase letters that you specify in 
the Find what text box. If you type Bill, for example, 
the program matches only Bill and not bill. 




























Replace Text in , 
a Document i 


Do you need to replace a word or part of 
a word with some other text? If you have 
several instances to replace, you can save 
time and do a more accurate job if you let 
the program’s Replace feature replace the 
word for you. 

This section uses Word as an example, but replacing text in 
Excel and PowerPoint is similar. 


Replace Text in a Document 



o Click Edit. 

0 Click Replace. 

Note: You can also run the Replace command by 
pressing + E3+Q. 


The Replace dialog appears. 

€> In the Find what text box, type 
the text you want to find. 

© Click in the Replace with text box 
and type the text you want to use 
as the replacement. 

0 Click Find Next. 










































• The program selects the next 
instance of the search text. 

Note: If the search text does not exist in the 
document, the program displays a dialog to let you 
know. 

O If the selected instance is not the 
one you want, click Find Next 
until the program finds the correct 
instance. 

Q Click Replace. 


• The program replaces the selected 
text with the replacement text. 

• The program selects the next 
instance of the search text. 

@ Repeat Steps 6 and 7 until you 
have replaced all of the instances 
you want to replace. 

0 Click the Close button to close the 
Replace dialog box. 



Working with Office Documents 
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Is there a faster way to replace every instance of the search text 
with the replacement text? 

Yes. In the Replace dialog, click Replace All. This tells the program to 
replace every instance of the search text with the replacement text. 

However, you should exercise some caution with this feature because it may 
make some replacements that you did not intend. Click Find Next a few 
times to make sure the matches are correct. Also, consider selecting the Find 
whole words only and Match case options (_ changes to as 
described in the section "Find Text in a Document." 

































Check Spelling , 
and Grammar i 


You can reduce the number of errors in 
your Office documents by taking 
advantage of the spell checker in Word, 
Excel, and PowerPoint, and the 
grammar checker in Word. 

You can either handle individual errors — spelling 
errors are underlined in red, while grammar problems 
are underlined in green — or you can run the Spell 
Checker tool. 


Check Spelling and Grammar 



FIX INDIVIDUAL ERRORS 

Q Right-dick a spelling or grammar 
error. 

You can also Irami +rlirk 

0 Click the correction you want 
to use. 

• Click Ignore to skip this instance 
of the error. 

• Click Ignore All to skip all 
instances of the error. 

• Click Add to add the word to the 
dictionary. 

CHECK THE ENTIRE DOCUMENT 
Q Click Tools. 

0 Click Spelling and Grammar. 

Note: In Excel and PowerPoint, click the Spelling 
command. 


i+O+O- 



Note: You can also press 


Option 
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• The Spelling and Grammar dialog 
appears and displays the first 
error. 

0 Click the correction you want 
to use. 

O Click Change. 

• Click Change All to correct every 
instance of the error. 

• Click Ignore to skip this instance 
of the error. 

• Click Ignore All to skip all 
instances of the error. 

• Click Add to add the word to the 
dictionary. 

0 When the check is complete, 
click OK. 
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Can I hide the red and green underlining 
that indicates spelling and grammar errors? 

Yes. Follow these steps: 

o click Word. 

0 Click Preferences. 

0 Click Spelling and Grammar. 

O Select the Hide spelling errors in this 
document option (□ changes to 2). 

0 Select the Hide grammatical errors in this 
document option ( changes to 2). 

0 Click OK. 
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Save a Document , 
as a Web Page i 


If you have a Word document, Excel spreadsheet, or 
PowerPoint presentation that you want to share on 
the Web, you can save that file as a Web page. 

When you save a document as a Web page, you can also specify the 
title text that appears in the browser's title bar and the keywords that 
search engines use to index the page. 


Save a Document as a Web Page 



Q Open or create the document you 
want to save as a Web page. 

Q Click File. 

© Click Save as Web Page. 


which to store the file, you can 
click F beside the Save As box 
and then click the location that 
you prefer. 

0 Click Web Options. 
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T 



The Web Options dialog appears. 

o Click the General tab. 

Q Type the page title in the Web 
page title text box. 

© Type the page keywords in the 
Web page keywords text box. 

Q Click OK. 



© In Excel, choose which part of the 
file you want to save. 

You can select the entire 
workbook, just the current 
worksheet, or just the selected 
cells (O changes to ©) 

0 Click Save. 

The program saves the document 
as a Web page. 
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How do I get my page on the Web? 

Assuming you already have an account with a Web hosting 
provider, first check to see if the host offers some sort of file 
upload tool. Most hosts offer such a tool, and that is often the 
easiest way to get a file from your Mac to your site. 

Alternatively, you need to install an FTP (File Transfer Protocol) 
program on your Mac. Here are some good programs to check out: 

Fetch (see http://fetchsoftworks.com/) 

CyberDuck (see http://cyberduck.ch/) 

Interarchy (see www.nolobe.com) 

Transmit (see www.panic.com) 




































Print a 
Document 

/ i 


When you need a hard copy of your document, 
either for your files or to distribute to 
someone else, you can send the document to 
your printer. 


Print a Document 



o Turn on your printer. 

0 Open the document that you want 
to print. 


0 Click File. 

0 Click Print. 

Note: You can also press @+Q. 

Note: To send the document to the printer 
immediately, click the Print button ([■") in the 
Standard toolbar. 
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T 


The Print dialog appears. 

0 If you have more than one printer, 
click |T in the Printer pull-down 
menu to select the printer that 
you want to use. 

• To print more than one copy, type 
the number of copies to print in 
the Copies text box. 

o Click Print. 

OS X prints the document. 


• The icon for your printer appears 
in the Dock while the document 
prints. 
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Can I preview my document before I print it? 

Yes. It is a good idea to preview the document before printing it to ensure that 
the document layout looks the way you want. To preview the document, 
follow Steps 1 to 4 in this section to display the Print dialog box and then use 
the Quick Preview controls to scroll through the document. If you want a closer 
look at the document, click Preview to display the document in the Preview 
application. When you finish, click Preview and then click Quit Preview. 











































Close a 
Document 

/ i 


When you finish working on a document, 
you should close it to reduce desktop clutter. 
If the document is very large or contains 
many images, closing the file also frees up 
memory and other system resources. 


Close a Document 



Q Display the document you want to 
close. 


0 Click File. 
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Working with Office Documents 


€> Click Close. 



If you have unsaved changes in 
the document, the Office 
application asks if you want to 
save your work. 

Q Click Save. 

• If you do not want to preserve 
your changes, click Don't Save. 

• If you decide to keep the 
document open, click Cancel. 

The program saves your work and 
then closes the document. 
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Are there faster methods I can use to close a document? 

Yes. You can also close a document using a keyboard shortcut or with a 
mouse click. From your keyboard, press © + 0 to close the current 
document; with your mouse, click the Close button (|S) in the upper-left 
corner of the document window. 





































Make a Document Compatible 
with Earlier Versions of Office j 


You can save your documents in a special format that 
makes them compatible with earlier versions of 
Microsoft Office. This enables you to share your 
documents with other Office users. 

If you use an earlier version of Office on another computer, or if the 
people you work with use earlier Office versions, those programs cannot 
read documents in the standard Office 2008 format. 



Make a Document Compatible with Earlier Versions of Office 


Q Open or create the document you 
want to make compatible. 

0 Click File. 

€> Click Save As. 
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The Save dialog appears. 

0 Click in the Save As text box and 
type the name that you want to 
use for the document. 

• To select a different folder in 
which to store the file, you can 
click F beside the Save As box 
and then click the location that 
you prefer. 

0 Click E beside the Format box 















































Working with Office Documents 


O Click the 97-2004 file format 
(such as the Word 97-2004 
Document (.doc) format shown 
here). 


0 Click Save. 

The program saves the file using 
the 97-2004 format. 
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Can people using Microsoft 
Office 2007 for Windows 
open my Office 
documents? 

Yes. The file format used by 
both Office 2008 for Mac and 
Office 2007 for Windows is the 
same. If you only work with people 
who use either or both of these Office versions, 
then you should stick with the default file format 
because it offers many benefits in terms of Office 
features. 



1 $ OFFICE 97 
$ OFFICE 98 
i $ OFFICE 2000 ^ 
$ OFFICE 2001 
$ OFFICE 2008 1 
1 $ OFFICE 2004] 


Which versions of Office are 
compatible with the 
97-2004 file format? 

For the Mac, the 97-2004 file 
format is compatible with 
Office 98, Office 2001, and 
Office 2004. For Windows, the 
97-2004 file format is compatible 
with Office 97, Office 2000, Office XP, and Office 
2003. In the unlikely event that you need to share 
a document with someone using either Office 4.0 
for Mac or Office 95 for Windows, use the 4.0- 
6.0/95 file format, instead. 













































CHAPTER 



Formatting Office 
Documents 



The Office programs offer 
many commands and 
options for formatting 
documents, spreadsheets, 
slides, and e-mail messages. 
Some of these formatting 
options are specific to each 
program, but many are 
universal, including the font, 
text color, and text alignment. 
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Display and Hide the , 
Formatting Palette J 


The Office for Mac programs offer quick 
access to many popular formatting options 
via the Formatting Palette, which is part of 
the Office Toolbox. 

The options you see in the Formatting Palette vary from 
program to program, and even within each program they vary 
depending on what you are formatting. In the sections that 
follow, you learn the specific steps required to apply these 
formatting options. 


Display and Hide the Formatting Palette 



DISPLAY THE FORMATTING 
PALETTE 

o Click View. 

0 Click Formatting Palette. 


• The Formatting Palette appears. 

• You can also click the Toolbox 
button (I - ) in the Standard 
toolbar, and then click the _ 
Formatting Palette button (fB"). 

• Click [►" to expand a panel 
and see its formatting options 
([►" changes to [*"). 




















































Formatting Office Documents 


HIDE THE FORMATTING PALETTE 

0 Click View. 

0 Click Formatting Palette. 

• You can also click the Close 
button (I*) in the Toolbox. 



• The Formatting Palette disappears. 
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are panels on the Formatting Palette that I never 
use. Can I hide them? 

Yes. Follow these steps: 

O Click the Toolbox Settings button ([5") in the upper-right 
corner of the Toolbox. 

The Toolbox Settings dialog appears. 

0 In the Show Panels list, select each option that you want to hide 
changes to !_)■ 

0 Click OK. 




























Change the Font , 
and Font Size i 


When you work in a Word document, Excel 
worksheet, PowerPoint slide, or Entourage 
e-mail message, you can add visual appeal by 
changing the font and font size. 

In this section, the term font is synonymous with typeface , and 
both refer to the overall look of each character. Also, the font 
size is measured in points , where there are roughly 72 points in 
an inch. 


Change the Font and Font Size 



O Select the text you want to format. 

Q Display the Formatting Palette. 

Note: See the section "Display and Hide the 
Formatting Palette" earlier in this chapter. 

© Open the Font panel. 


© To change the typeface, click F in [■ 


the Name list and then click the 
typeface you want to apply. 
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Formatting Office Documents 



• The Office application applies the 
font to the selected text. 


0 To change the font size, click p" in 
the Size list and then click the size 
you want to apply. 

• You can also type the size you 
want in the Size text box. 

• You can also click and drag the 
Size slider (l~) to set the font 
size. 

• The Office application applies the 
font size to the selected text. 




Are all the fonts in 
Office for Mac 
compatible with Office 
for Windows? 

No. There are many fonts 
available in the Mac version 
of Office that are not available 
in the Windows version. If you 
use any of these incompatible fonts, 

Windows users may not see your document as 
you intended. To avoid this, follow steps 1 to 4 to 
open the Font list, click Font Collections, click 
Windows Office Compatible, and then use only 
the fonts in the menu that appears. 



How do I change the default font in Word? 

Word's default font is the font associated with 
the Normal template. To change this font, first 
apply the font formatting you want to use as 
described in this section and in the next two 
sections. Click Format in the menu bar and then 
click Font (or press ©+0). In the Font dialog, 
click Default and when Word asks you to 
confirm, click Yes. 
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[ Apply Font 
Effects i 


You can improve the look and impact of 
text in a Word document, Excel worksheet, 
PowerPoint slide, or Entourage e-mail 
message by applying font effects. 

Font effects include common formatting such as bold, italic, 
and underline, as well as special effects such as 
strikethrough, superscripts, subscripts, and small caps. 

The available font effects vary depending on the Office 
application you are using. 


Apply Font Effects 



Q Select the text you want to format. 

© Display the Formatting Palette. 

Note: See the section "Display and Hide the 
Formatting Palette" earlier in this chapter. 

e Open the Font panel. 


© To format the text as bold, click 
the Bold button (fT). 

0 To format the text as italic, click 
the Italic button (|T). 

O To format the text as underline, 
click the Underline button ([£”) 

©To format the text as 
strikethrough, click the 

Strikethrough button ([^). 























































Formatting Office Documents 



©To format the text as a superscript, 
click the button Superscript 

(F). 

© To format the text as a subscript, 
click the Subscript button (fT). 



© To format the text as small caps, 
click the Small Caps button 

(R. 

© To format the text as all uppercase 
characters, click the All Caps 
button (£t). 




Are there any font-related keyboard shortcuts I can use? 

Yes. All Office applications support the following font shortcuts: 


Press 

To 

© + q 

Format the selected text as bold 

00 

Format the selected text as italic 

00 

Format the selected text as underline 

SE 3 + 0 +© 

Increase the font size 


Decrease the font size 

































[ Change the 
Font Color i 


When you work in a Word document, 

Excel worksheet, PowerPoint slide, or 
Entourage e-mail message, you can add 
visual interest by changing the font color. 

You can change the font color in two ways: you can change 
the color of the text, and you can apply a highlight color to 
the text background. Note, however, that only Word 
supports changing the highlight color. 


i Change the Font Color 



Q Select the text you want to format. 

Q Display the Formatting Palette. 

Note: See the section "Display and Hide the 
Formatting Palette" earlier in this chapter. 

© Open the Font panel. 



Q To format the font color, click F in 
the Font Color control and then 
click the color you want to apply. 



















































0 To format the highlight color, click 
p in the Highlight control and 
then click the color you want to 
apply. 



# The Office application applies the 
colors to the selected text. 





How can I make the best use of fonts in my documents? 

Do not use many different typefaces in a single document. Stick to 
one, or at most two, typefaces to avoid the ransom note look. 

Avoid overly decorative typefaces because they are often difficult to 
read. 

Use bold only for document titles, subtitles, and headings. 

Use italics only to emphasize words and phrases, or for the titles 
of books and magazines. 

Use larger type sizes only for document titles, subtitles, and, 
possibly, the headings. 

If you change the text color, be sure to leave enough contrast 
between the text and the background. In general, dark text on a 
light background is the easiest to read. 





































You can make a Word document, Excel 
worksheet, or PowerPoint slide easier to read 
by aligning the text. 

You can align text horizontally and vertically, and you can 
change the text orientation, which determines the direction 
the text runs. 




O Select the text or data you want to 
format. 

0 Display the Formatting Palette. 

Note: See the section "Display and Hide the 
Formatting Palette" earlier in this chapter. 

© Open the Alignment and Spacing 
panel. 


o Click the Horizontal options 
buttons to set the horizontal text 
alignment: Align Text Left (|^); 
Align Center (Hi); Align Text 
Right (|^); or Justify (|s). 



















































Formatting Office Documents 



0 Click the Vertical options buttons 
to set the vertical text alignment: 

Top ([=); Center (|=); Bottom 
(E); or Justify (pi). 
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0 Click the Orientation options 
buttons to set the text direction: 

Horizontal Text (|*=); Rotate 
Text Up ([£”); Angle Text 
Downward (|v); or Vertical 
Text (|T). 




In Excel, is it possible to change the 
orientation of cell text to a custom angle? 

Yes. You can following these steps: 

Q Select the cell or range you want to format. 

0 Click Format in the menu bar. 

0 Click Cells, or press U+IT to open the Format 
Cells dialog. 

0 Click the Alignment tab. 

0 Type the number of degrees you want for your 
custom orientation in the Degrees text box. 

0 Click OK. 


! / 


3 ■ 







































Copy 

Formatting 


You can save yourself a great deal of time 
by copying existing formatting to other 
areas of a document. After you spend time 
formatting text or data, rather than 
spending time repeating the steps for other 
data, you can use the Format Painter tool 
to copy the formatting with a couple of 
mouse clicks. 
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COPY FORMATTING ONCE 

O Select the text or data that has the 
formatting you want to copy. 

0 Click the Format Painter 

button (pi). 

e Select the text or data you want to 
format. 


• The Format Painter applies the 
copied formatting to the selected 
text. 
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COPY FORMATTING MULTIPLE 

TIMES 

Q Select the text or data that has the 
formatting you want to copy. 

0 Double-click the Format Painter 
button (Fv-). 

e Select the text or data you want to 
format. 


• The Format Painter applies the 
copied formatting to the selected 
text. 

• The Format Painter remains 
activated. 

O Repeat Step 3 to copy the 
formatting to other text or data. 

0 Click Fv to deactivate the Format 
Painter. 



Formatting Office Documents 
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Do I always have to select text in Word before using the Format 
Painter? 

It depends on what type of formatting you want to copy. If you want to 
copy text formatting such as bold or italic, then you must select some text 
that has the formatting applied. However, if you want to copy paragraph 
formatting such as alignment, then you do not need to select the entire 
paragraph. Instead, you can just click inside the paragraph that has the 
formatting applied. After you do that, click p" to activate the Format 
Painter, and then click inside another paragraph to copy the formatting. 
















































CHAPTER 



Adding and 
Editing Graphics 



You can enhance the visual 
appeal and effectiveness of 
your Word documents. Excel 
worksheets, and PowerPoint 
slides by incorporating 
graphic objects such as 
shapes, clip art, pictures, or 
WordArt and SmartArt 
images. This chapter shows 
you how to insert graphics 
and also how to edit and 
format graphics. 






















Display and Hide the Object Palette 

Draw a Shape. 

Insert a Clip Art Image. 

Insert a Photo. 

Insert a Word Art Image. 

Insert a Smart Art Graphic. 

Move or Resize a Graphic. 

Crop a Picture. 

Format a Picture. 

Add a Shadow or Glow to a Picture. 

Add a Reflection or 3-D Effect to 
a Picture. 

Recolor an Image. 















Display and Hide 
the Object Palette i 


The Office for Mac programs offer a Toolbox 
pane called the Object Palette, which enables 
you to quickly choose and insert shapes, clip 
art, symbols, or photos. 

In the next few sections you learn the specific steps required 
to draw a shape and to insert a clip art image or picture. 


Display and Hide the Object Palette 



DISPLAY THE OBJECT PALETTE 
Q Click View. 

Q Click Object Palette. 


• The Object Palette appears. 

• You can also click the Toolbox 
button (f - ) in the Standard 
toolbar, and then click the Object 
Palette button (R=). 

• Click these buttons to see the 
different objects available for 
insertion. 
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HIDE THE OBJECT PALETTE 

Q Click View. 

Q Click Object Palette. 

• You can also click the Close 
button (I*) in the Toolbox. 






































The Office Object Palette comes with 130 
predefined objects called shapes (or sometimes 
AutoShapes) that enable you to quickly and 
easily draw anything from simple geometric 
figures such as lines, rectangles, and ovals, to 
more elaborate items such as starbursts, 
flowchart symbols, and callout boxes. 




O Open the document where you 
want to draw the shape. 

0 Display the Object Palette. 

Note : See the section "Display and Hide the Object 
Palette" earlier in this chapter. 

0 Click the Shapes button ([%). 


0 Click the shape you want to draw 
(k changes +). 
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Is there an easy way to draw 
perfect circle or square? 

Yes. The Office programs offer 
an easy technique for drawing 
circles and squares: Hold down 
the key as you click and 
drag the shape to constrain the shape 
into a perfect circle or square. When you finish 
drawing the shape, release Minn 


0 Click and drag the mouse + to 
draw the shape. 

0 When the shape is the size you 
want, release the mouse button. 


• The program draws the shape and 
adds edit handles around the 
shape's edges. 

Note: If you need to move or size the shape , see 
the section "Move or Resize a Graphic" later in this 
chapter. 


Can I add text to a shape? 

Yes. You can add text to the interior 
of any 2-D shape (that is, any 
shape that is not a line). After you 
draw the shape, right-click (or 

G0+click) the shape, click Add 
Text, and then type your text 
inside the shape. You can use the 
Formatting Palette (see Chapter 3) to format the 
text. When you finish, click outside of the shape. 





































Insert a Clip , 
Art Image i 


You can improve the look of a Word document, 
Excel worksheet, or PowerPoint slide by adding 
a clip art image to the file. 

Clip art refers to small images or artwork that you can insert 
into your documents. Office for Mac ships with over 300 clip 
art images that you can use without charge. 


Insert a Clip Art Image 


'N 


Q Open the document where you 
want to insert the clip art image. 

0 Display the Object Palette. 

Note: See the section "Display and Hide the Object 
Palette" earlier in this chapter. 

0 Click the Clip Art button (|3f). 



0 Locate the clip art image you want 
to insert. 
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0 Click and drag the clip art 
image from the Object Palette 
changes to b) and drop it 
inside the document. 
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• The program inserts the clip art. 

Note: If you need to move or size the clip art, see 
the section "Move or Resize a Graphic" later in this 
chapter. 
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Is there an easier way to locate the clip art image that I want? 

Yes. You can filter the clip art list to show only those images from a 
particular category, such as Animals or People: 

O Display the Object Palette. 

0 Click |3E. 

e In the Categories pop-up menu, click [T. 

Q Click the category you want to work with. 

The Object Palette displays only the clip art images in the category you choose. 
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Insert 
a Photo 


You can enhance the visual appeal and 
strengthen the message of a Word 
document, Excel worksheet, or PowerPoint 
slide by adding a photo to the file. 

The Office programs can work with the most popular 
picture formats, including JPEG, TIFF, PNG, and GIF. 



O Open the document where you 
want to insert the photo. 

0 Display the Object Palette. 

Note: See the section "Display and Hide the Object 
Palette" earlier in this chapter. 

0 Click the Photos button (p). 


0 Locate the photo you want to 
insert. 
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0 Click and drag the photo from the 
Object Palette changes to ©) 
and drop it inside the document. 
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• The program inserts the photo. 

Note: If you need to move or size the photo, see 
the section "Move or Resize a Graphic" later in this 
chapter. 


- 


* 2_ 


11 + 


What Gypsy die Dog lufces To Do 

Play fetch 
Gel the mail 
plvg off 

Step 




9 


H * IT 


Is there an easier way to locate the photo I want? 

Yes. You can filter the Photos list to show only those images 
from a particular iPhoto album, iPhoto event, or folder: 

O Display the Object Palette. 

0 Click p. 

e In the Categories pop-up menu, click [T. 

Q Click Albums. 

0 Click the item you want to work with. 

The Object Palette displays only the images in the category 
you choose. 
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Insert a 

WordArt Image 


You can add some pizzazz to your Office 
documents by inserting a WordArt image. 

A WordArt image is a graphic object that 
contains text stylized with shadows, outlines, 
reflections, and other predefined effects. 
Some WordArt images display the characters 
in a curve or circle. 

WordArt images enable you to apply sophisticated and fun 
effects to text with just a few mouse clicks. 


Insert a WordArt Image 



Q Open the document where you 
want to insert the WordArt image. 

0 Click WordArt. 

The WordArt gallery appears. 

o Click r~ and \~~ to locate a 
WordArt style that interests you. 

0 Click the WordArt style you want 
to use. 


• The WordArt image appears in the 
document. 

Note: You will likely have to move the WordArt 
image into position; see the section "Move or 
Resize a Graphic" later in this chapter. 

0 Double-dick the WordArt image. 
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Can I make my WordArt text run vertically? 

Yes. Follow these steps: 

Q Follow Steps 1 to 8 to insert your WordArt image and set the text. 
0 From the menu, click the Toolbox button (|3). 

0 Click Formatting Palette. 

O Select [►” to expand the WordArt panel. 

0 Click the Stack Text Vertically button (It”). 

• The Office program displays the WordArt text vertically. 


o 

o 

0 


The Edit WordArt Text dialog 
appears. 

Type the text that you want to 
appear in the WordArt image. 

Use the font controls to set the 
font for the WordArt text. 

Click OK. 


The Office program updates the 
WordArt text. 

To change the WordArt style, use 
the Gallery to display and then 
click the style you prefer. 


BBI W H IM till 


"U*l 


We're Having a House 
Warming' 




inn 




























Insert a 

SmartArt Graphic 


You can add a SmartArt graphic to a document to 
help present information in a compact, visual 
format. A SmartArt graphic is a combination of text 
and shapes that enables you to convey information 
visually. 

For example, you can use a SmartArt graphic to present a company 
organization chart, the progression of steps in a workflow, the parts that 
make up a whole, and much more. 


Insert a SmartArt Graphic 



Q Open the document where you want to 
insert the SmartArt graphic. 

0 Click SmartArt Graphics. 

The SmartArt Graphics gallery appears. 

© Click r~ and to locate a SmartArt 
style that interests you. 

• You can also click these buttons to filter 
the SmartArt styles by category. 

Q Click the SmartArt style you want to use. 


• The SmartArt graphic appears in the 
document. 

Note: You will likely have to move the SmartArt graphic 

into position; see the section "Move or Resize a Graphic" 

later in this chapter. 

• You use the Text Pane to type the text for 
each node and to add and delete nodes. 

0 Click a node in the Text Pane. 

0 Type the text that you want to appear in 
the node. 

• The text appears automatically in the 
associated shape. 
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O Repeat Step 5 to fill in the other 
nodes in the SmartArt graphic. 

• Click the Add button (B) to add 
a new node. 

• Click the Delete button (B) to 
remove the current node. 

© Click outside the SmartArt graphic. 



• The SmartArt graphic appears in 
the document. 
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Can I use shapes other than the ones supplied in 
the default SmartArt graphics? 

Yes. Follow these steps: 


^wm 4Ut-i 1a^ t Jld V.U 


O Follow Steps 1 to 8 to insert your SmartArt graphics. 
o From the menu, click the Toolbox button ([ ). 

© Click the Formatting Palette button. 

© Click [F" to expand the SmartArt Graphic Styles panel. 
0 Select the node you want to change. 

© Click the Shape button F- 
© Click a shape category. 

© Select the shape you want to use. 



The Office program updates the SmartArt graphic with the new shape. 




















Move or Resize 
a Graphic 


To ensure that a graphic is ideally placed within an 
Office document, you can move the graphic to a new 
location, or you can resize the graphic in its current 
location. You can move or resize any graphic, 
including shapes, clip art, pictures, WordArt images, 
and SmartArt graphics. 


Move or Resize a Graphic 



MOVE A GRAPHIC 

o Click and drag the graphic you 
want to move. 

The mouse ^ changes to 4*. 

0 Drop the graphic in the location 
you prefer. 


• The Office program moves the 
graphic to the new location. 
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Is it possible to 
resize a graphic in 
all directions at 
once and keep the 
proportions the 
same? 

Yes. You normally resize one 
side at a time by dragging a side 
handle, or two sides at a time by 
dragging a corner handle. To resize all 
four sides at once, hold down the 
wffraiil key and then click and drag 
any corner handle. 


RESIZE A GRAPHIC 

Q Click the graphic you want to resize. 

• Sizing handles appear around the 
graphic's edges. 

Q Click and drag a sizing handle. 

The mouse ^ changes to +. 

• Drag a side handle to adjust that side. 

• Drag a corner handle to adjust the two 
sides adjacent to the corner. 

0 Release the mouse button when the 
handle is in the position you want. 


• The Office program resizes the graphic. 

o Repeat Steps 2 and 3 to resize other sides 
of the graphic, as necessary. 


Can I rotate a graphic? 

Yes. Most graphic objects come 

with a green rotate handle. 

Follow these steps: 

Q Move the mouse ^ over the 
rotate handle changes 
to 0)- 

0 Click and drag the rotate handle 
clockwise or counterclockwise 
to rotate the graphic. 

0 Release the mouse button when the graphic is in the 
position you want. 
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[ Crop a i 
Picture J 


If a picture contains extraneous material near the 
outside edges of the image, you can crop the 
picture to remove that material. This not only 
reduces the size of the picture in the document, 
but it also serves to focus more attention on the 
remaining part of the image. 



O Select the picture you want to 
crop. 

0 Display the Formatting Palette. 

Note: See Chapter 3 to learn how to display the 
Formatting Palette. 

© Open the Picture panel. 


© Click the Crop button (ftf). 

• Crop handles appear around the 
picture. 
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0 Click and drag a crop handle. 

The mouse ^ changes to +. 

• Click and drag a side handle to 
crop that side. 

• Click and drag a corner handle to 
crop the two sides adjacent to the 
corner. 

0 Release the mouse button when 
the handle is in the position you 
want. 


• The Office program crops the 
picture. 

0 Repeat Steps 5 and 6 to crop 
other sides of the picture, as 
necessary. 

0 Click |*P to deactivate the crop 
handles. 





If I have a picture with the 
main element in the middle, 
is it possible to crop in all 
directions at once to keep 
just that middle element? 

Yes. You normally crop one side at a 
time by clicking and dragging a side crop 
handle, or two sides at a time by clicking and 
dragging a corner crop handle. To crop all four 
sides at once, hold down the PEFffl key and 
then click and drag any corner crop handle. 


rs 




Can I control how text flows 
around a graphic in Word? 

Yes. Word offers several wrapping 
options. For example, Square wrapping 
flows text around the rectangular 
frame of the graphic, while Tight 
wrapping flows text around the 
contours of the graphic. Click the 
graphic, display the Formatting Palette, 
open the Wrapping panel, click Style, 
and then click the wrapping style you want to use. 


































Format a , 
Picture i 


You can enhance your clip art and pictures by 
formatting the images. For example, Office for 
Mac offers a number of Quick Styles, which are 
predefined formats that apply shadows, reflections, 
borders, and 3-D effects. You can also apply a wide 
variety of special effects such as distortions and 
blurs. 
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APPLY A QUICK STYLE 

Q Select the picture you want to 
format. 


0 Display the Formatting Palette. 

Note: See Chapter 3 for information on how to 
display the Formatting Palette. 

© Open the Quick Styles and Effects 
panel. 
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o Click the Quick Styles button 

(t). 

0 Click the Quick Style you want to 
use. 

• The Office program applies the 
Quick Style to the picture. 












































APPLY AN IMAGE EFFECT 
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O Select the picture you want to 
format. 

© Display the Formatting Palette. 

Note: See Chapter 3 for information on how to 
display the Formatting Palette. 

© Open the Picture panel. 

© Click the Effects button (pv). 

The Image Effects dialog appears. 



0 In the Effects list, click the effect 
you want to apply. 

• The effect's controls appear here. 

Note: The controls that appear depend on the 

effect. 

© Adjust the controls to get the 
effect you want. 

• The Preview area shows what the 
effect will look like. 

o Click OK. 



The Office program applies 1 
effect to the picture. 
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I applied a Quick Style to a 
picture, but now I want to 
change the picture to 
something else. Do I have to 
start over? 

No. You can simply replace the 
existing picture with the other picture, and the Office 
program preserves the Quick Style so you do not 
have to repeat your work. Click the existing picture, 
and then follow Steps 1 to 3 to open the Picture 
panel. Click the Replace button (P~), click the new 
picture you want to use, and then click Insert. 



I am using an image that has 
a solid background color that 
clashes with my document. 

Can I hide the background? 

Yes. You can make the background 
transparent so that your document 
shows through. Click the picture, and 
then follow Steps 1 to 3 to open the Picture panel. 
Click the Transparent Color button (| ), and then 
click any part of the picture's background. The 
background changes to transparent. 



































Add a Shadow or 
Glow to a Picture 

____ h 


You can give your clip art and pictures more 
prominence by enhancing them with either a 
shadow effect or a glow effect. Office 2008 for Mac 
offers a number of predefined shadow and glow 
effects, and you can apply them with just a few 
mouse clicks. 


Add a Shadow or Glow to a Picture 



ADD A SHADOW TO A PICTURE 

o Select the picture you want to 
format. 

Q Display the Formatting Palette. 

Note: See Chapter 3 for information on how to 
display the Formatting Palette. 

© Open the Quick Styles and Effects 
panel. 

o Click the Shadows button (I - ) 


O Click the shadow effect you want 
to use. 

• The Office program applies the 
shadow to the picture. 
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ADD A GLOW TO A PICTURE 
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O Select the picture you want to 
format. 


Q Display the Formatting Palette. 

Note: See Chapter 3 for information on how to 
display the Formatting Palette. 

© Open the Quick Styles and Effects 
panel. 

O Click the Glows button (I - ) 



0 Click the glow effect you want to 
use. 

• The Office program applies the 
glow to the picture. 




Can I manually adjust the 
shadow to get the exact effect I 
want? 

Yes. Office for Mac offers several 
controls that enable you to manually 
adjust various aspects of the shadow. 

Follow Steps 1 and 2 to display the Formatting 
Palette, and then open the Shadow panel. Use 
Angle to adjust the angle of the shadow; click 
Color to change the shadow color; use the 
Distance text box to set the shadow size; and click 
and drag the Blur and Transparency sliders to set 
the look of the shadow. 



How do I remove a shadow 
or glow from a picture? 

If you no longer require a 
shadow or glow effect, you can 
remove it. If the effect was the 
last thing you did, click Undo in 
the Standard toolbar to reverse it. 

Otherwise, to remove a shadow, follow Steps 1 to 
4 in the section "Add a Shadow to a Picture," and 
then click the No Shadow button. To remove a 
glow, follow Steps 1 to 4 in the section "Add a 
Glow to a Picture," and then click the No Glow 
icon. 


























Add a Reflection or 
3-D Effect to a Picture 


You can make your clip art and pictures 
stand out by enhancing them with either a 
reflection effect or a 3-D effect. Office 2008 
for Mac offers a number of predefined 
reflection and 3-D effects, and you can apply 
them with just a few mouse clicks. 


Add a Reflection or 3-D Effect to a Picture 



ADD A REFLECTION TO A 
PICTURE 

O Select the picture you want to 
format. 

o Display the Formatting Palette. 

Note: See Chapter 3 for information on how to 
display the Formatting Palette. 

0 Open the Quick Styles and Effects 
panel. 

o Click the Reflections button (I - ) 
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o Click the reflection effect you want 
to use. 

• The Office program applies the 
reflection to the picture. 
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ADD A 3-D EFFECT TO A PICTURE 
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Q Select the picture you want to 
format. 

Q Display the Formatting Palette. 

Note: See Chapter 3 for information on how to 
display the Formatting Palette. 

© Open the Quick Styles and Effects 
panel. 

o Click the 3-D Effects button (I - ) 



0 Click the 3-D effect you want to 
use. 

• The Office program applies the 
3-D effect to the picture. 





-- 

% * G M * * 


Dill look far 2QD!J 



man 


i m i« _j - 




Can I manually adjust the 3-D 
settings to get the exact effect 
I want? 

Yes. Office for Mac offers several 
controls that enable you to 
manually adjust various aspects of 
a 3-D effect. Follow Steps 1 to 3 to 
display the Quick Styles and 
Effects panel, and then click More Options. In the 
Format Picture dialog, click the 3-D Format tab to 
set the location and size of the bevel, and click the 
3-D Rotation tab to adjust the 3-D angle and 
perspective. 



How do I remove a 
reflection or 3-D effect from 
a picture? 

If you no longer need to use a 
reflection or 3-D effect, you can 
remove it. If the effect was the 
last thing you did, click the Undo 
button in the Standard toolbar to reverse it. 
Otherwise, to remove a reflection, follow Steps 1 
to 4 in the section "Add a Reflection to a Picture," 
and then click the No Reflection button. To 
remove a 3-D effect, follow Steps 1 to 4 in the 
section "Add a 3-D Effect to a Picture," and then 
click the No 3-D button. 































Recolor 
an Image 


You can modify the colors in an image to get the 
effect you want. For example, you can change a 
picture to black and white or you can apply a sepia 
effect to make the photo look older. You can also 
apply one of the document’s theme colors to help 
get the image to match the document. This is 
known as recolorinjj the image. 





Q Select the image you want to 
recolor. 

Q Display the Formatting Palette. 

Note: See Chapter 3 for information on how to 
display the Formatting Palette. 

© Open the Picture panel. 


© Click the Recolor button ([«*). 
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0 Click the color effect you want to 
apply. 



• The Office application recolors the 
image. 
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Can I use the Washout option to format a picture for use as 
a watermark? 

Yes. Remember, first, that Word has a Watermark command that 
does this automatically. However, if you want to add an image 
watermark to a PowerPoint slide, follow Steps 1 to 4 and then click 
Washout in the Color Modes list. 

To make the image a true watermark, follow Steps 1 to 3, open the 

Size, Rotation, and Ordering panel, click Arrange, and then click 
Send to Back. 






























Inserting Text 
and Other Items 



Microsoft Word is a simple 
program in the sense that it 
is easy to get started: You 
just create a new document 
and then start typing. Of 
course, not all Word 
documents consist of basic 
text. For example, you might 
require a bulleted or 
numbered list, special 
symbols such as © or ™, or 
document elements such as 
page breaks and page 
numbers. This chapter 
shows you how to insert 
these and other items into 
your Word documents. 
















Insert an AutoText Item 
Insert the Date and Time 
Insert Special Symbols 

Add a Page Break.. 

Add a Comment.. 

Insert Page Numbers 











Create a 
Bulleted List 


You can make a list of items more prominent 
and more readable by inserting those items 
as a bulleted list. This tells Word to format 
the items slightly indented from the regular 
text, with a small character — called the 
bullet , which is usually a black dot — in front 
of each item. 

Word enables you to convert an existing list of items to a 
bulleted list. Also, you can customize the amount each item is 
indented and the bullet character used in the list. 


Create a Bulleted List 



Q If you want to convert existing text 
to a bulleted list, select the text. 

Note: The text must be a series of items, of any 
length, each in its own paragraph. 

o Display the Formatting Palette. 

Note: See Chapter 3 for information on how to 
display the Formatting Palette. 

© Open the Bullets and Numbering 
panel. 

Q Click the Bullets button (p) 



• If you selected your text in 
advance, Word converts the text 
to a bulleted list. 

0 To choose a different bullet style, 
click F in the Style list and then 
click a bullet style. 

© To change the bullet indentation, 
click the Decrease Indent button 
([3) or the Increase Indent 

button ([ 3 ). 

































Inserting Text and Other Items 


Q If you selected text in advance, 
click at the end of the last item. 

@ Press asm 

• Word creates a new item in the 
bulleted list. 






0 Type the text for the new list item. 

© Repeat Steps 8 and 9 to complete 
the bulleted list. 

© Press rBTffll twice. 

Word ends the bulleted list. 
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How can I use a custom character or picture as the bullet? 

If you require a custom character or image, follow these steps: 

Q Select the bulleted list. 

0 Click Format in the menu bar. 

0 Click Bullets and Numbering. 

O in the Bullets and Numbering dialog, click the Bulleted tab. 

0 Click the built-in bullet style that you want to customize. 

0 Click Customize. 

The Customize Bulleted List dialog appears. 


V : 


1 


• To choose a custom character, click Bullet, use the Symbol dialog to click the character, and then click OK. 

• To choose a custom image, click Picture, use the Choose a Picture dialog to click the image, and then click Insert. 
o Click OK. 





























Create a 

Numbered List / 


You can make a set of steps or an ordered list 
more readable and easier to follow by creating 
those items as a numbered list. This tells Word to 
format the items slightly indented from the regular 
text, with a number in front of each item. The 
numbers increase sequentially, usually from 1 to the 
total number of items in the list. 

Word enables you to convert an existing list of items to a numbered 
list. Also, you can customize the amount each item is indented, the 
style of the numbers, and the starting value of the numbers. 



Create a Numbered List 


O If you want to convert existing text 
to a numbered list, select the text. 

Note: The text must be a series of items, of any 
length, each in its own paragraph. 

o Display the Formatting Palette. 

Note: See Chapter 3 for information on how to 
display the Formatting Palette. 

O Open the Bullets and Numbering 
panel. 

© Click the Numbering button (p) 


• If you selected text in advance, 
Word converts the text to a 
numbered list. 

0 To choose a different number 
style, click in the Style list and 
then click a bullet style. 

0 To change the starting number, 
type the value in the Start text box. 

0 To change the indentation, click 

the Decrease Indent button 
([3) or the Increase Indent 

button (f^). 
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© If you selected text in advance, 
click at the end of the last item. 

© Press ITBTTH1 

• Word creates a new item in the 
numbered list. 


© Type the text for the new list item. 

© Repeat Steps 8 and 9 to complete 
the numbered list. 

0 Press fi&Wffll twice. 

Word ends the numbered list. 



Inserting Text and Other Items 
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If I interrupt my numbered list with some text or an image, how do I continue the 
numbering in the second part of the list? r^r - 

Q„ 


Q Select the second part of the bulleted list. 

© Click Format in the menu bar. 

0 Click Bullets and Numbering. 

© Click the Numbered tab. 

0 Select the Continue previous list option (O changes to ©). 
© Click OK. 
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Insert an 
AutoText Item 

__ i 


You can save yourself time and finger fatigue 
when typing by taking advantage of Word’s 
AutoText feature. This feature enables you to 
insert certain predefined phrases just by typing 
a few characters. 

If you have certain phrases that you type repeatedly, you can 
create your own AutoText entries for those phrases. 


Insert an AutoText Item 



INSERT AN AUTOTEXT ENTRY 

O Be gi n typing the AutoText entry. 

• Word displays a banner that 
shows the rest of the AutoText 
entry. 

Note: Depending on the entry, Word displays the 
AutoText banner after you type between three and 
five characters. 


0 Press 


Return 


• Word inserts the full AutoText 
entry. 









































Inserting Text and Other Items 


CREATE AN AUTOTEXT ENTRY 

O Select the text that you want to 
define as an AutoText entry. 

0 Click Insert. 

0 Click AutoText. 

O Click New. 


The Create AutoText dialog 
appears. 

0 Edit the text in the Please name 
your AutoText entry text box, if 
desired. 

0 Click OK. 

Word saves your AutoText entry. 

The next time you type the first 
few characters of the AutoText 
entry name. Word displays the 
entry in an AutoText banner. 
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Can I insert AutoText entries 
from a list? 

Yes. Word maintains a list of all 
the predefined and custom 
AutoText entries, and that list is 
available via the menu system. Click 
Insert, click AutoText, click a category such as 
Salutation or Closing, and then click the entry 
you want to insert. You can also choose entries 
from the AutoText toolbar. Click View, click 
Toolbars, and then click AutoText. 


How do I delete AutoText 
entries? 

You can delete any of the 
predefined AutoText entries or 
any of the custom entries you 
create. Click Insert, click AutoText, 
and then click AutoText to display the 
AutoCorrect dialog. Click the AutoText tab. Select 
the entry you want to remove from the Enter 
AutoText entries here list and then click Delete. 


















Insert the 
Date and Time 


If you are writing a letter, memo, or other 
document that requires the current date, 
the current time, or both, you can save a 
bit of time by having Word insert that data 
for you. 

You can tell Word to enter the date or time as a special object 
called a field, which Word updates automatically to the 
current date and time whenever you open the document. 


Insert the Date and Time 



Q Click inside the document at the 
spot where you want the date and 
time to appear. 


Q Click Insert. 

0 Click Date and Time. 
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Inserting Text and Other Items 




The Date and Time dialog 
appears. 

O Select the date and time format 
you want to use in the Available 
formats list. 

• If you always want Word to use 
this format, click Default and 
then click Yes. 

0 If you want Word to update the 
date and time whenever you open 
the document, select the Update 
automatically check box 
(LI changes to 3). 

o Click OK. 

• Word inserts the date and time 
using the format you choose. 
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Are there any keyboard shortcuts I 
can use to insert the current date or 
time? 

Yes. For the date, type the first few 
characters of the current month name 
(such as augu for August), and then press 
rEfllHW when Word displays the month name in an 
AutoText banner. (Note that this does not work for short 
month names, such as May and June.) Press 'ace and 
then press when Word displays the current date 

in an AutoText banner. To insert the current date as a 


field, press ESI + (SE3 + ®; to insert the current time as 
a field, press + 1 + fWl 


How can I update a date 
field manually? 

Normally Word only updates 
the field the next time you 
open the document. If you 
need to update the date and 
time after opening the document, Word 
gives you a couple of methods to use. You 
can either right-click (or wni +rlirk^ the 
field and then click Update Field, or you 
can click inside the field and then press 
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Insert Special 
Symbols i 


You can make your Word documents more 
readable and more useful by inserting special 
symbols that are not available via your 
keyboard’s standard keys. 

These special symbols include foreign characters such as d 
and e, mathematical symbols such as -r and «>, financial 
symbols such as ( and ¥, commercial symbols such as © and 
®, and many more. 


Insert Special Symbols 



o Click inside the document at the 
spot where you want the symbol 
to appear. 
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0 Click Insert, 
e Click Symbol. 
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Inserting Text and Other Items 


mm 


The Symbol dialog appears. 

O Click the Symbols tab. 

0 In the Font pop-up menu, click 
EE, and then click (normal text). 

o Click the symbol you want to 
insert. 

Note: Many other symbols are available in the 
Webdings and Wingdings fonts. To see these 
symbols, click the Font |X, <*nd then click either 

Webdings or Wingdings. 

Q Click Insert. 

• Word inserts the symbol. 


© Repeat Steps 6 and 7 to insert any 
other symbols you require. 

0 Click Close. 
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Is there an easier way to insert symbols that I use frequently? 

Yes. Your Mac offers keyboard shortcuts for many symbols. When you click a symbol in 
the Symbol dialog, examine the Keyboard Shortcut area, which tells you whether a 
shortcut is available. Here are some examples: 


To Insert This 


© 


Press This 


Option 


Option 


Option 


0 


To Insert This 


Press This 


Option 


Option 


Option 



Option 


Option 







































































Add a 
Page Break 


You can often gain more control over your 
document text by adding a page break. Word 
normally starts a new page when the current page is 
full of text or other data. A page break is a special 
symbol that tells Word to start a new page, even if 
the previous page is not full. 

Use a page break when you want to force a particular part of your 
document to start on a new page. For example, if you start a major new 
section of your document, you might want that section to start on a 
new page. 


Add a Page Break 



Q Position the insertion point cursor 
at the beginning of the paragraph 
that you want to appear at the top 
of the new page. 

Q Click Insert. 

€> Click Break. 

Q Click Page Break. 


• Word inserts the page break. 









































Add a 
Comment 


Inserting Text and Other Items 
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To add notes, commentary, questions, and other feedback 
to a document without modifying the document text, use 
Word’s Comments feature. The comment text appears off 
to the side, so it does not affect the existing document text. 

Use comments when you want to remind yourself to edit a section or look up a 
fact. Comments are also very useful when you collaborate with other people, 
because they enable you or others you collaborate with to provide feedback on 
a document. 



Add a Comment 


O Select the text you want to 
comment on. 

o Click Insert. 

e Click Comment. 


• Word inserts a comment balloon. 

• Word displays the Reviewing 
toolbar. 

O Type your comment. 

• With the Reviewing toolbar 
displayed, you can add another 
comment by selecting the text and 
then clicking New Comment. 



































Insert Page 
Numbers 


You can make it easier to navigate a long 
document by inserting page numbers at the 
top or bottom of each page. Page numbers are 
also useful if you print a long document, 
because they help you keep the printed pages 
in order. 

Page numbers are also useful if you share a long document with 
another person. By having page numbers, the other person can 
refer to specific pages, which enables you to more quickly 
locate the relevant part of the document. 
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Building a Birdhouse 
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Insert Page Numbers 


Q Click Insert. 

0 Click Page Numbers. 

The Page Numbers dialog 
appears. 
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0 Click [E in the Position pop-up 
menu, and then select where you 
want the page numbers to appear. 

You can select Bottom of page 
(Footer) or Top of page 
(Header). 

0 Click [T in the Alignment pop-up 
menu, and then select where you 
want the page numbers aligned 
within the header or footer. 
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Inserting Text and Other Items 




0 If you want the page number to 
appear on the first page of the 
document, select the Show 
number on first page option 
(E changes to 3). 

0 Click OK. 



• Word inserts the page numbers. 
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How can I change the 
format used by the 
page numbers? 

Word offers several page 
number formats. To 
change the format, follow 
Steps 1 and 2 to display the 
Page Numbers dialog. Click 
Format to display the Page 
Number Format dialog. In the Number format 

pop-up menu, click [T, and then click the format 
you want to use. Click OK to return to the Page 
Numbers dialog, and then click OK. 



Can I also show the total 
number of pages along 
with each page number? 

Yes. You can insert a Page X 
of Y element into the footer, 
where X is the current page 
number and Y is the total 
number of pages in the 

document. Click View and then click Header and 
Footer to activate the document's headers and 
footers. Click inside any footer. Click Insert, click 
AutoText, and then click Page X of Y. Word 
inserts the element into each footer. Click the 
footer's Close tab. 
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CHAPTER 



Formatting 
Word Documents 

Plain documents are often 
useful, but most of the time 
you will need to improve the 
look and readability of your 
Word documents by 
formatting them. In this 
chapter you learn how to 
apply text effects, set 
paragraph spacing and 
indents, add borders, set 
tabs and margins, apply 
styles and themes, and 
more. 
















Set a Tab.102 

Set Line and Paragraph Spacing.104 

Indent a Paragraph .106 

Add a Drop Cap.108 

Add Borders and Shading.110 

Set the Document Margins .112 

Apply a Style.114 

Apply a Document Theme.116 

Display Text in Columns.118 













Apply Text i 
Effects i 


You can add visual interest to your Word 
documents by taking advantage of Word’s 
various text effects. These effects include 
common formatting such as strikethrough 
and subscripts, but also fancier looks such 
as shadows, outlines, embossing, and 
engraving. 

Embossing formats the text to look as though it is raised 
slightly from the document; engraving formats the text to 
look as though it is etched into the document. 


Apply Text Effects 



O Select the text you want to format. 
Q Click Format. 

0 Click Font. 

Note: You can also press 0+0- 


The Font dialog appears. 

© In the Effects section, select the 
options for each text effect you 
want to apply (_ changes to 2). 

Note: Some of the effects are mutually exclusive 
and so cannot be applied together. For example, 
you cannot apply both the Emboss and the Engrave 
effects. 

• The Preview area shows what the 
text effect will look like. 
















































Formatting Word Documents 


chapter 


0 Apply any other font formatting 
that you require. 

0 Click OK. 



• Word applies the formatting to the 
selected text. 




Are there faster 
ways to apply 
text effects? 


Yes. Many of the 
effects have 
Toolbox buttons 
in the Formatting 
Palette, and some 
of them also have 
keyboard 
shortcuts: 
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Effect 
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Strikethrough 

F 

None 

Subscript 
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Small Caps 
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You can easily align your document text by setting 
one or more tab stops , or just tabs . A tab means that 
when you press the key, Word advances the 
cursor to the tab location and subsequent text begins 
there. By applying tabs to multiple paragraphs, you 
can create columns of text that are aligned vertically. 

By default, text is left-aligned with each tab. However, you can have text 
right-aligned on the tab or centered on the tab. If you have a column of 
numbers, a decimal tab aligns the numbers on the decimal point. A bar 
tab adds a vertical bar at the tab position. 



SET A TAB 

O Select the paragraphs to which 
you want to add the tab. 

0 Click the Tab marker button. 

0 Click the type of tab you want to 
set. 

You can select Left, Center, Right, 
Decimal, or Bar. 

O Click inside the ruler at the 
location where you want to set 
the tab. 


• Word adds a tab marker to the 
ruler. 

• Selected text with existing tabs is 
aligned on the new tab. 

0 Click at the end of a paragraph 
that has the tab set. 

o Press E2E- 
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• The insertion point cursor 
advances to the tab location. 

• If the tab is not in the correct 
location, select the text, move 
over the tab, then click and drag 
the tab left or right to set the new 
location. 
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REMOVE A TAB 
Q Move ^ over the tab. 

Q Click and drag the tab off the ruler. 
0 Release the mouse button. 

Word removes the tab from the ruler. 
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Can I change the position of 
the default tabs? 

Yes. By default, Word sets an 
automatic tab every 0.5 
inches, which means that 
when you press ■El*! - Word 
advances the cursor to the next 
half-inch marker on the Ruler. To 
change this, click Format, and then click Tabs to 
open the Tabs dialog. In the Default tab stops text 
box, type the default tab width in inches and then 
click OK. 



Can I add dots to separate my 
tab columns? 

Yes. You can do this by creating 
a leader tab, which fills the 
empty space between the tabs 
with dots (.), dashes (-), or 
underscores (_). Select the text 
that has the tabs set, click Format, 
and then click Tabs to open the Tabs dialog. In the 
Leader group, click the option for the type of 
leader tab you want (2 for dots; 3 for dashes; 4 for 
underscores; 0 changes to ©). Click OK. 






















Set Line and 
Paragraph Spacing 


You can improve the look of your Word 
documents by adjusting the line and 
paragraph spacing. For example, by increasing 
the spacing, you produce more white space, 
which can make a document easier to read. 

The line spacing determines the amount of space between each 
line in a paragraph. For example, double spacing uses twice as 
much space between the lines as the standard single spacing. 
Paragraph spacing determines the amount of space, measured in 
points, before and after a paragraph. 


Set Line and Paragraph Spacing 



SET LINE SPACING 

O Select the text you want to format. 

0 Display the Formatting Palette. 

Note: See Chapter 3 for information on how to 
display the Formatting Palette. 

0 Open the Alignment and Spacing 
panel. 


Q Click the line spacing you want. 

You can click F for single 
spacing. 

You can click F for 1.5-line 
spacing. 

You can click | for double 
spacing. 

• Word applies the spacing to the 
selected text. 
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SET PARAGRAPH SPACING 

O Select the paragraphs you want to 
format. 

0 Display the Formatting Palette. 

Note: See Chapter 3 for information on how to 
display the Formatting Palette. 

0 Open the Alignment and Spacing 
panel. 
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0 Type the number of points of 
space you want before each 
paragraph in the Before text box. 

0 Type the number of points of 
space you want after each 
paragraph in the After text box. 

• Word applies the spacing to the 
selected paragraphs. 
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Word increased the spacing in a single line 
that includes a large font. How do I make 
the line spacing even throughout the 
paragraph? 

You must set a line spacing value for the entire 
paragraph that is equal to (or, ideally, a bit larger 
than) the number of points in the largest font size 
in the paragraph. For example, if the paragraph 
includes a 20-point font, set the paragraph's line 
spacing to 20 points (or more). 

Click Format and then click 


Option 


Paragraph (or press 
+ GJ). Click the Line 
spacing \T, click Exactly, 
type a value in points in the At 
text box, and then click OK. 



Can I adjust the spacing between 
characters? 

Yes. You can increase the spacing to open up the 
text, which often makes a document easier to 
read. Similarly, you can decrease the spacing as a 
special effect or to squeeze more text on a line. 
Click Format, click Font (or press © + 0), and 
then click the Character Spacing tab. 

Type a percentage value in the 
Scale text box. Alternatively, 

click the Spacing [T, click 
either Expanded or 
Condensed, and then type 
a value in the By text box. 

Click OK. 




































[ Indent a , 
Paragraph i 


You can set a paragraph off from the rest of 
the text by indenting the paragraph. You can 
indent the paragraph from the left, from the 
right, or from both sides. For example, if your 
document includes a lengthy quotation, indent 
the quotation to make it stand out. 

You can also indent just the first line in a paragraph, which is a 
standard format in many types of writing. 


Indent a Paragraph 
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INDENT USING THE TOOLBOX 

O Select the paragraph you want to 
indent. 

Note: If you are indenting a single paragraph , you 

can click anywhere inside the paragraph instead of 

selecting the entire paragraph. 

O Display the Formatting Palette. 

Note: See Chapter 3 for information on how to 

display the Formatting Palette. 

O Open the Alignment and Spacing 
panel. 

© In the Left text box, type the 
number of inches you want the 
paragraph indented from the left 
margin. 

0 In the Right text box, type the 
number of inches you want the 
paragraph indented from the right 
margin. 

0 In the First text box, type the 
number of inches you want the 
first line of the paragraph to be 
indented. 



• Word applies the indents to the 
selected paragraph. 
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INDENT USING THE RULER 

O Select the paragraph you want to 
indent. 

0 Click and drag the Left Indent 
marker (I - ) left or right to set the 
distance you want the paragraph 
indented from the left margin. 

0 Click and drag the Right Indent 
marker (I - ) left or right to set the 
distance you want the paragraph 
indented from the right margin. 


© Click and drag the First Line 
Indent marker (l - ) to the right 
to set the distance you want the 
first line of the paragraph to be 
indented. 

• Word applies the indents to the 
selected paragraph. 




How do I create a hanging indent? 

A hanging indent is when the first line of a paragraph is indented to the left of 
the rest of the lines in the paragraph. 

To set a hanging indent using the Toolbox, follow Steps 1 to 3 in the 
section "Indent a Paragraph." In the Alignment and Spacing panel, type a 
negative value, in inches, in the First text box. 

To set a hanging indent using the Ruler, click and drag the Hanging Indent 
marker (| ) to the left. 








































Add a 
Drop Cap 


You can use a drop cap to add emphasis to your 
text or to create a dramatic effect. A drop cap is a 
large initial or capital letter that appears at the 
beginning of a paragraph. 

By default, a drop cap is set up to drop three lines. This means that 
the height of the drop cap is equivalent to three lines of text. You 
can specify how many lines down to set the drop cap. You can also 
specify a distance from the text. By default, the drop cap appears at 
zero distance from, or directly next to, the paragraph text. 



O Select the paragraph to which you 
want to add the drop cap. 

Note: You can also click anywhere inside the 
paragraph instead of selecting the entire 
paragraph. 


Q Click Format. 
€> Click Drop Cap. 
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The Drop Cap dialog appears. 

O Click the drop cap position you 
want to use. 

You can select Dropped or 
In margin. 

0 Click the Font QI and then click 
the font you want to use for the 
drop cap letter. 

0 In the Lines to drop text box, type 
the height of the drop cap in lines. 

0 In the Distance from text text box, 
type the space you want between 
the drop cap and the text. 

0 Click OK. 

• Word replaces the first character 
in the paragraph with a drop cap. 

Note: Because Word places drop caps in text 
boxes, you can move, resize, and apply formatting 
to the text box, such as a background color or a 
border. 

Note: To return a drop cap to normal character 
text, follow Steps 1 to 3, click None, and then 
click OK. 
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How can I get the most out of drop caps? 

First, remember that a drop cap is a special effect, which means you should 
use it sparingly. Avoid the temptation of adding a drop cap to every paragraph 
in a document. Instead, only use a drop cap for the first paragraph in the 
document, and perhaps also for the first paragraph in each major section of 
the document. 

Also, do not be afraid to create eye-catching drop caps. For example, rather 
than using the same font as the document text, use a decorative font, such 
as Matura M7 or Mistral. 
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You can emphasize document text, or you 
can make that text more visually appealing 
by applying a border around the text. Word 
offers a number of border types, and you 
can format each border with various styles, 
colors, and weights. 


You can also add emphasis or aesthetic appeal to 
some document text by shading the text with a 
background pattern. 


Add Borders 
and Shading 


Add Borders and Shading 


"\ 


ADD A BORDER 

O Select the text you want to format. 

0 Display the Formatting Palette. 

Note: See Chapter 3 for information on how to 

display the Formatting Palette. 

0 Open the Borders and Shading 
panel. 

© Click the Type F and then click 
the border type you want to 
apply. 



• Word applies the border to the 
selected paragraphs. 

0 Click the Style F and then click 
the border style you prefer. 

© Click the Color F and then click 
the border color you prefer. 

© Click the Weight F and then 
click the border thickness you 
prefer. 
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ADD SHADING 

O Select the text you want to format. 

o Display the Formatting Palette. 

Note: See Chapter 3 for information on how to 

display the Formatting Palette. 

O Open the Borders and Shading 
panel. 

© Click the Pattern E and then 
click the shading pattern you want 
to apply. 


• Word applies the shading to the 
selected paragraphs. 

0 Click the Color E and then click 
the pattern color you prefer. 

0 Click the Fill color E and then 
click the background color you 
prefer. 

Note: Be sure to choose a shading pattern and 
color that do not interfere with the text. For 
example , using a complex pattern with a dark fill 
color can make black text impossible to read. 
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Is it possible to display a 
paragraph with a drop 
shadow? 

Yes. Word offers a drop 
shadow as an option in the 
Borders and Shading dialog. 

To display this dialog, select 
the paragraph, click Format, 
and then click Borders and 
Shading. Click the Borders tab, click the Shadow 
setting, and then click OK. 



How do I highlight a word 
or phrase? 

Word has a Highlight tool 
that enables you to apply a 
highlight color to a word or 
phrase, which makes it 
appear as though the text has 
been marked with a highlighter. 

Select the text you want to 

highlight and then display the Formatting Palette. 



Open the Font panel, click the Highlight E# and 
then click the highlight color you want to use. 
Word applies the highlight to the selected text. 








































































[ Set the 

Document Margins 


You can control the size of a document’s text area by setting 
the document’s margins, the blank space that surrounds the 
document text. Decreasing the margins allows more text to fit 
on each page, which is useful when printing a long document. 
Increasing the margins decreases the amount of text that 
can fit on each page, but the added white space can make 
the document look more appealing. 



The standard margins are 1 inch on the left, right, top, and bottom. You can set the 
header margin, which is the space between the header and the top of the page, and 
the footer margin, which is the space between the footer and the bottom of the page. 


Set the Document Margins 


SET MARGINS USING THE 

TOOLBOX 

O Open the document you want to 
format. 

0 Display the Formatting Palette. 

Note: See Chapter 3 for information on how to 

display the Formatting Palette. 

0 Open the Document Margins 
panel. 

© In the Margins section, use the 
text boxes to specify the margin 
sizes in inches. 


• Word adjusts the document 
margins. 

Note: If you plan on printing the document, do not 
make the margin too small or your document may 
not print properly. Most printers cannot handle 
margins smaller than about 0.25 inches, although 
see your printer manual to confirm this. In 
particular, see if your printer offers a "borderless" 
printing option. 
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SET MARGINS USING THE RULER 

O Open the document you want to 
format. 

0 Move the K over the right edge 
of the ruler's left margin area 
(K changes to 

0 Click and drag the edge of the 
margin to set the margin width. 


• Word adjusts the margin. 

o Move the K over the left edge of 
the ruler's right margin area 
(K changes to 

0 Click and drag the edge of the 
margin to set the margin width. 




Can I change the default 
margins? 

Yes. The default margins are 
defined in Word's Normal 
template, which is the 
template used for most Word 
documents. To change the margins in the 
Normal template, click Format and then click 
Document to display the Document dialog. 

Click the Margins tab and then set the margins 
you want to use. Click Default, and when Word 
asks you to confirm the changes to the Normal 
template, click Yes. Click OK to close the dialog. 



- 
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I am going to print and bind my 
document. Do I need to increase 
my left and right margins to 
allow for the binding? 

No. Remember that the bound part of 
the page appears on the right for some 
pages and on the left for others, so your text will 
appear offset on all pages if you adjust both margins. 
It is better to set the size and position of the gutter , 
extra white space added to the inside margin to 
handle document binding. Click Format and then 
click Document to display the Document dialog. Click 
the Margins tab, type the width of the gutter in the 
Gutter text box, and then click OK. 



































Apply a 
Style 


You can save time and effort when formatting 
your Word documents by taking advantage of 
Word’s predefined styles. A style is a collection of 
formatting options, such as fonts, colors, borders, 
shading, and alignment. When you apply a style to 
some text, Word applies all of the style’s 
formatting at once. 

Word offers dozens of predefined styles, the look of which depends 
on the document theme (see the section "Apply a Document Theme"). 
You can modify the predefined styles and create your own styles. 




O Select the text you want to format. 

0 Display the Formatting Palette. 

Note: See Chapter 3 for information on how to 
display the Formatting Palette. 

© Open the Styles panel. 



© Click the List p and then click 

All styles. 
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• Word displays all the available 
styles. 

• The icons on the right tell you the 
type of style: 

~~ applies text formatting. 

~~ applies paragraph formatting. 
\~ applies table formatting. 

Note: To see the formatting in the style , hover the 

k over the style. 

0 Click the style you want to apply. 

• Word applies the style to the 
selected text. 




Can I modify an existing 
style? 

Yes. You can modify any 
aspect of Word's 
predefined styles to suit 
your needs. Follow Steps 
2 to 4 to display all the 
styles. Hover the ^ over the 
style you want to work with, click 



the F that appears, and then click Modify Style. 
In the Modify Style dialog, use the Formatting 
controls to edit the style's text formatting. You can 
also click the Format IX and then click a format 
category, such as Paragraph or Border. Click OK. 


Can I create my own 
style? 

If none of Word's 
predefined styles is 
exactly right for your 
needs, you can create a 
new style from scratch. 

Follow Steps 2 and 3 to 
display the Styles panel, 
and then click New Style to display the New Style 
dialog. In the Name text box, type a name for the 
new style, and use the Formatting controls to edit 
the style's text formatting. You can also click the 
Format [T and then click a format category, such 
as Paragraph or Border. Click OK. 








































Apply a 

Document Theme 


You can save time and add aesthetic appeal to 
your Word documents by applying a document 
theme. A theme is a collection of formatting 
options that controls the document fonts, color 
scheme, and background. When you apply a 
theme, Word automatically changes the fonts, 
colors, and background for the entire document. 

Each theme includes a pair of fonts: The first font applies to the 
document headings, and the second font applies to the document text. 


Apply a Document Theme 



Q Open the document you want to 
format. 

Q Display the Formatting Palette. 

Note: See Chapter 3 for information on how to 
display the Formatting Palette. 

0 Open the Document Theme panel. 



Q Click the theme you want to use. 















































Formatting Word Documents 



• Word applies the theme fonts, 
colors, and background. 

0 To change just the document 
colors, click the Colors F and 
then click a color scheme. 






• Word applies the color scheme to 
the document. 

® To change just the document 
fonts, click the Fonts F and then 
click a font pair. 

Word applies the fonts to the 
document. 


Can I create my own 
document theme? 

Yes, although you cannot 
create a theme from 
scratch. Instead, follow 
Steps 1 to 4 to select a 
predefined scheme, and then 
follow Steps 5 and 6 to modify 
the theme to suit your needs. In the Document 
Theme panel, click Save Theme, type a name for 
your theme in the Save As text box, and then click 
Save. Word adds the custom theme to the top of 
the list of document themes. 


When I apply a theme, 
does Word not change 
the background color? 

Word only applies the 
theme's background color 
if you have set the 
document background. To 
do this, click Format and 
then click Background to 
display the Background dialog. Click the color you 
want to apply. If you want to use a non-theme 
color, click More Colors, although note that this 
color overrides the theme background color. You 
can also click Fill Effects to apply an effect such 
as a gradient or texture. 




































Display Text 
in Columns 


If you are putting together a brochure, 
newsletter, or any document where you 
want to mimic the layout of a newspaper 
or magazine, you can configure the text 
to appear in two or more columns. 

When you use columns, as the text in the first column 
reaches the bottom of the page, it continues at the top 
of the next column. It is only when the text reaches the 
bottom of the last column that it continues on the 
next page. 


Display Text in Columns 



Q Position the cursor at the 

beginning of the text you want to 
convert to columns. 

Note: If you want to display only part of the 
document in columns, select the text you want to 
convert. 

Q Click Format. 

© Click Columns. 

The Columns dialog appears. 


Q In the Number of columns text 
box, type the number of columns 
you want to use. 

0 In the Width text box, type the 
width of each column in inches. 

• If you do not want all your 
columns to be the same width, 
deselect the Equal column 
width option (5? changes to -). 
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O In the Spacing text box, type the 
amount of space in inches you 
want between the columns. 

• The Preview area shows what the 
columns will look like. 

• You can also click a Presets 
button to select a column 
configuration. 

0 Click the Apply to QI and 
then click This point forward. 

0 Click OK. 

• Word converts the selected text to 
columns. 





Is there a faster way to create basic columns? 

Yes. You can click the Columns button on the Standard 
toolbar: 


o 

0 

0 


Select the text you want to display in columns. 


Click the Columns 
button (I - ). 

Click the number of 
columns you want. 

Word converts the 
selected text into 
columns. 
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How do I get the text to 
jump to the next column 
before reaching the 
bottom of the current 
column? 

You can do that by inserting 
column break. In the same way 
that a page break tells Word to continue 
the text at the top of the next page, a 
column break tells Word to continue 
the text at the top of the next column. 
Position the cursor at the spot where you 
want the column break to occur, and then 



press I=jiiui + Ei + 


Return 
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Working with Microsoft 
Word's Features 



To help you work faster, 
smarter, and better. Word 
offers a large collection of 
tools that you can use. For 
example, you can look up 
synonyms, definitions, and 
translations; you can track 
the changes made to a 
document and protect a 
document from changes; 
you can calculate the total 
number of words, create 
new AutoCorrect entries, 
and more. 
















Find a Synonym.122 

Look Up a Word in the Dictionary.124 

Translate a Word.126 

Hyphenate a Document.128 

Track Changes Made to a Document.130 

Protect a Document.132 

Calculate the Word Count.133 

Add a Document to the Work Menu.134 

Add an AutoCorrect Entry.136 














Find a 
Synonym 


You can make your writing more interesting 
and more vivid, and you can improve your 
vocabulary, by looking up synonyms for some 
words. Microsoft Word has a built-in thesaurus, 
so you can look up synonyms and also 
antonyms without having to leave the 
program or even the document you are 
working on. 


Find a Synonym 



O Select the word you want to work 
with. 


Q Click Tools. 

€> Click Thesaurus. 


Note: You can also press Iwni 

E3+Q 
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Look Up a Word 
in the Dictionary 


You can make your writing more accurate by 
looking up the definitions of words you use to 
ensure you are using them correctly. Microsoft 
Word has access to an online dictionary, so you 
can look up words directly from the document 
you are working on. 

Word's dictionary is also useful if you are reading a document 
written by someone else and you encounter an unfamiliar word. 


Look Up a Word in the Dictionary 



O Select the word you want to 
look up. 



Q Click Tools. 

€> Click Dictionary. 
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• Word displays the Toolbox, selects 
the Reference Tools palette, and 
opens the Dictionary panel. 

• The first time you look up a 
definition, Word may tell you that 
the online Reference Tools are 
turned off. 

O Click the link to activate the online 
Reference Tools. 



3 


m. 


• Word displays the definition. 




Can I look up a definition for a word that is not in a 
document? 


Yes. You can use the Reference Tools palette's search feature 
to look up any word: 


O If the Reference Tools palette is not displayed, click Toolbox 
([T^) and then click the Reference Tools button (|iiii). You can 
also press fEETPHI +H+n. 


0 Open the Dictionary panel. 

0 Type the word you want to look up and then press 


Return 


• Word displays the word's definitions 
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Translate 
a Word 


If you encounter a non-English word that you do 
not understand, you can use Word’s Translation 
tool to translate that term into English. 

Word's Translation tool supports several languages, including 
French, German, Italian, Spanish, Japanese, and Chinese, so 
you can also translate an English word into another language. 



Translate a Word 


O Select the word you want to 
translate. 


Q Click View. 

€> Click Reference Tools. 


Note: You can also press 


Option 



















































• Word opens the Toolbox and 
selects the Reference Tools 
palette. 

O Click the Translation panel. 


0 Click the From [T and then click 
the language of the selected word. 

Q Click the To [T and then click the 
language you want to use for the 
translation. 

• Word displays the translation. 
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Can I translate a word that is not in a document? 

Yes. You can use the Reference Tools palette's search feature to 
translate any word: 

O If the Reference Tools palette is not displayed, click Toolbox (H) 
and then click the Reference Tools button (|i:). You can also 
press GEffi+H+GD- 

0 Open the Translation panel. 

0 Click the From [T and then click the language of the selected word. 

O Click the To [T and then click the language you want to use for the translation. 
0 Type the word you want to translate and then press fsBTWBI 
• Word displays the word's translation 
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Hyphenate 
a Document I 


You can improve the overall look of a long 
document by hyphenating the document. Word’s 
hyphenation feature looks for longer words that 
occur at the ends of lines and automatically adds 
hyphens to those words rather than wrapping 
them onto the next line. 


Hyphenate a Document 



o Open the document you want to 
hyphenate. 

0 Click Tools. 

0 Click Hyphenation. 


The Hyphenation dialog appears. 

O Select the Automatically 
hyphenate document option 
(L changes to 2). 

0 Type the size of the hyphenation 
zone in the Hyphenation zone text 
box. 

Note: See the TIP on the next page to learn about 

the hyphenation zone. 
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® Type the maximum number of 
consecutive lines that can end 
with hyphens in the Limit 
consecutive hyphens to text box. 

Q Click OK. 

Note: If you use a small hyphenation zone to 
reduce raggedness , you run the risk of having 
hyphens ending too many lines , which is a visual 
distraction for the reader. In this case , you should 
set the maximum number of consecutive 
hyphenated lines. 

• Word hyphenates the document. 

Note: If you have words that always use 
hyphens — for example , CD-ROM or e-mail — 
you probably do not want lines to break at such 
hyphens. In that case , replace the regular hyphen 
with a nonbreaking hyphen by pressing lentil + 

EU+fl). 
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What is the purpose of the 
hyphenation zone? 

The hyphenation zone is the 
amount of space that it is okay 
for Word to leave between the 
last word in a line and the right 
margin. You control hyphenation by 
designating the size of this zone. For 
left-aligned text, a smaller hyphenation zone 
reduces the raggedness of the right margin by 
hyphenating more words; a larger hyphenation 
zone decreases the number of hyphenated words 
but increases the right margin's raggedness. 



Can I prevent Word from 
hyphenating a paragraph? 

Yes. If you have a paragraph 
that you do not want 
hyphenated, you can tell Word 
to avoid that paragraph during 
the hyphenation process. Click 
anywhere inside the paragraph, click 
Format, and then click Paragraph to open the 
Paragraph dialog. Click the Line and Page Breaks 
tab, select the Don't hyphenate option ([_ changes 
to 5)/ and then click OK. 





























When you collaborate on a document with other 
people, you can use Word’s Track Changes tool to 
see the revisions that the other people have made, 
including adding, editing, deleting, and 
formatting the text. Track Changes shows 
you not only the document revisions, but 
also who made each change and when. 


With the Track Changes tool activated, you can review each 
change that the other users have made to the document, and 
you can then accept or reject each change. 


Track Changes 
Made to a Document 




j 


Track Changes Made to a Document 


ACTIVATE TRACK CHANGES 

o Open the document you want to 
work with. 

0 Click View. 

0 Click Toolbars. 

O Click Reviewing. 


• The Reviewing toolbar appears. 
0 Click Track Changes ([7). 


• You can also click Track Chang es 
in the status bar or press S2EJ + 

£ 3+0 


Word activates the Track Changes 
tool. 

0 Click the Display for Review p" 
and then click Final Showing 
Markup. 
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• New text appears in the document 
underlined and in a different color. 

• Each deletion or formatting change 
appears in a balloon. 

• Hover the ^ over the change to see the 
name of the reviewer and when the 
change was made. 

Note: You need to be in Print Layout View (click View and 

then click Print Layout) to see the balloons. 


ACCEPT OR REJECT CHANGES 

Q Click at the beginning of the document. 

Q In the Reviewing toolbar, click the Next 
button (ID. 

• Word selects the next change in the 
document. 

• To return to an earlier change, click the 
Previous button (I - ). 

• To accept the change, click the Accept 
button (I ). 

• To reject the change, click the Reject 
button (1^). 
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Are their faster ways to review a 
document's changes? 

Yes. Word offers a few shortcut 
methods that you can use. For 
example, if you want to accept most 
of the changes, you do not need to go 
through them individually. Instead, make your 

rejections, click the Accept p, and then click 

Accept All Changes in Document. Similarly, to 

reject all the remaining changes click the Reject p 
and then click Reject All Changes in Document. 



Is it possible to see only the 
changes made by a single 
person? 

Yes. Word enables you to show 
the changes made by individual 
users — who are called reviewers. In 
the Reviewing toolbar, click the Show p, click 

Reviewers, and then click All Reviewers to hide 
the changes made by all the reviewers. Click the 

Show F, click Reviewers, and then click the name 
of the reviewer whose changes you want to see. 
































If you have a document that you want to share with 
other people and where it is important that you keep 
track of all the changes made to the document, you 
can configure the document to prevent untracked 
changes, and even to enforce this option with a 
password. 

It is easy to turn off the Track Changes tool — either accidentally or 
on purpose — so you can never be sure whether your document 
contains any untracked changes. Protecting the document prevents 
this from happening. 


Protect a Document 



o Open the document you want to 
protect. 

0 Click Tools. 

0 Click Protect Document. 

The Protect Document dialog 
appears. 


0 Select the Tracked changes 

option (O changes to @). 

0 Type a password, 
o Click OK. 

The Confirm Password dialog 
appears. 

Q Type the password again. 
o Click OK. 

Note: To turn off document protection, click Tools, 
click Unprotect Document, type the password, 
and then click OK. 
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Calculate the 
Word Count li 


Working with Microsoft Word's Features 



You can use the Word Count tool to calculate not only the 
number of words in a document, but also the number of 
pages, characters, paragraphs, and lines. 



irhg a birdhouse is an excel- V 
<37 to tell your feathered 
is that they are welcome 
rs to your yard. However, 

1 /many people don’t realize that 1 
I the kind of birdhouse that you 
I build can definitely affect the 
I kinds of visitors you attract. 

/ To ensure you don’t get a tree 
I full of pigeons when you were 

there arej 


Word Count: 


Calculate the Word Count 


O Open the document you want to 
work with. 

0 Click Tools. 

0 Click Word Count. 

• This value tells you the total 
number of pages. 

• This value tells you the total 
number of words. 

• You can also click anywhere in the 
status bar's Word Count section to 
run the Word Count tool. 


The Word Count dialog appears. 

• Word displays the document's 
statistics. 

© When you finish, click OK. 
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Add a Document to 
the Work Menu 


If you have a document that you use frequently, 
you can make it easier and faster to open that 
document by adding it to Word’s Work menu. 
This enables you to open the document with just 
a couple of mouse clicks. 


Add a Document to the Work Menu 



ADD A DOCUMENT TO THE 
WORK MENU 

O Open the document you want to 
add to the Work menu. 
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0 Click Work. 

0 Click Add to Work Menu. 

Word adds the document name to 
the Work menu. 
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OPEN A DOCUMENT FROM THE 
WORK MENU 

o Click Work. 

0 Click the document you want to 
open. 

• Word opens the document. 
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How can I remove documents from the 
Work menu? 

Unfortunately, Word does not offer an easy way to 
do this. Follow these steps to add a command to 
the Work menu: 

O Click View. 

0 Click Customize Toolbars and Menus. 

e Click the Commands tab. 

Q In the Categories list, click All Commands. 

0 In the Commands list, click and drag 

ToolsCustomizeRemoveMenuShortcut and 

then drop the command inside the Work menu. 

0 Click OK. 

To remove a document from the Work menu, click 
Work, click Tools Customize Remove Menu 
Shortcut changes to -), click Work again, and 
then click the document you want to remove. 





































Add an 

AutoCorrect Entry 


You can speed up your text entry chores and 
make your Word documents more accurate 
by adding your own entries to Word’s 
AutoCorrect tool. 

The AutoCorrect tool looks for common misspellings as you 
type, and automatically corrects those errors. If there is a 
word that you often misspell that is not recognized by 
AutoCorrect, you can add your own entry for that term to 
enable AutoCorrect to fix the error for you in the future. 


Add an AutoCorrect Entry 



o Click Word. 

0 Click Preferences. 


The Word Preferences dialog 
appears. 

e Click AutoCorrect. 
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T 


The AutoCorrect preferences 
appear. 

© Click the AutoCorrect tab. 

© Type the misspelling that you 
want corrected in the Replace text 
box. 

Q Type the correction in the With 
text box. 

0 Click Add. 


• Word adds the misspelling and 
correction to the list of entries. 

0 Click OK. 

The next time you type the 
misspelling that you specified in 
Step 5 , Word automatically 
corrects it to the text that you 
specified in Step 6 . 
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Can I reverse an AutoCorrect 
correction? 

Yes. If you have not performed 
any other actions in Word since 

the correction, press 0 + 0 to 
undo the change. Otherwise, 
position the ^ over the corrected text until you 
see an underline appear. Move the mouse over 
the underline to reveal the AutoCorrect Smart 
Tag. Click the Smart Tag and then click Undo 
Automatic Correction. 


Is AutoCorrect only for 
correcting spelling errors? 

No. You can use it as a shortcut 
for typing frequently used text. 

Such frequently used bits of text 
are called boilerplate , and having to 
type them constantly can be tedious 
and time-wasting. To fix this, select the 
boilerplate text and follow Steps 1 to 7 . In Step 4 , type 
a short abbreviation or code. When you later type that 
code, Word replaces it with the boilerplate text. 

























CHAPTER 



Building 
Word Tables 



If you have data that 
consists of a list of items, 
each with several details — 
for example, a parts list or 
class roster — you can 
display that data in an 
organized fashion by using a 
table. This is a rectangular 
structure where each item 
in the list gets its own 
horizontal rectangle called a 
row; each set of details in 
the list gets its own vertical 
rectangle called a column ; 
and the rectangle formed by 
the intersection of a row 
and a column is called a 
cell, and you use the table 
cells to hold the data. A 
Word table is similar to an 
Excel worksheet or a 
database table. 















Insert a Quick Table.140 

Insert a Table.141 

Draw a Table.142 

Select Table Cells.144 

Insert and Delete Rows or Columns.146 

Change the Column Width 
or Row Height.148 

Apply an AutoFormat to a Table.150 

Merge Table Cells.152 

Split a Cell into Two or More Cells.154 

Move and Resize a Table.156 

Add a Sum Formula to a Table.158 















Insert a 
Quick Table 


You can insert a table quickly and easily by using 
Word’s Quick Tables. A Quick Table is a table 
that has a predefined layout and style, so you can 
add a table with just a few mouse clicks. 

Word offers nearly two dozen predefined Quick Tables. After you 
insert the Quick Table, you add your own data into the existing 
cells. You can also customize the table by adding rows and columns 
and by applying different formatting. 


Insert a Quick Table 



Q Position the cursor where you 
want the table to appear. 

Q Click Quick Tables. 

€> Click either Basic or Complex. 

Q Use |~” and |~ to locate the 
Quick Table style you prefer. 

0 Click the Quick Table that you 
want to insert. 


• Word adds the Quick Table to the 
document. 

• Click in a cell to add data to that 
cell. 










































Insert 
a Table 


Building Word Tables 



If none of Word’s Quick Tables is suitable, or if you just 
need a simple table without any formatting, you can use 
Word’s Tables features to insert a plain table. 

See the section "Insert a Quick Table" to learn about Quick Tables. 



O Position the cursor where you 
want the table to appear. 

0 Click Tables. 

0 Move the K into the grid that 
appears. 

• Word displays the size of the table 
represented by the box under 
the 

O Click the box that represents the 
table size you want. 


• Word inserts the table. 

• Click in a cell to add data to that 
cell. 
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Draw 
a Table 

/ * 


If you require an unusual table configuration, or 
if you want complete control over the layout of 
your table, you can use Word’s Draw Table 
feature. This feature enables you to use your 
mouse to draw a table and all of its rows and 
columns. 





O Click Table. 

0 Click Draw Table. 


• ^ changes to ft. 

0 Click and drag ft to create the 
borders of your table. 




























































Building Word Tables 



Q Click and drag ft horizontally. 

• Word displays a dotted line. 

• When you drag past the halfway 
point. Word completes the line. 

0 Release the mouse button. 





• Excel adds a horizontal line to 
define a row. 

© Click and drag ft vertically to 
define a column. 

© Repeat steps 4 to 6 to draw your 
table's rows and columns. 

Note: Your rows and column do not have to be a 

uniform size and shape. 

© When you finish, click Draw 
Table (13) to turn off the Draw 
Table feature. 
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I have a list of items where I 
have used tabs to create 
columns. Can I convert that 
data to a table? 

Yes. This is often a good idea 
because then you can apply Word's 
many table tools to the data. Select the text, click 
Table, click Convert, and then click Convert Text to 
Table. In the Convert Text to Table dialog, adjust the 
number of rows and columns, if necessary. Select the 
Tabs option (O changes to ®) and then click OK. 



Can I insert an Excel worksheet 
in a Word document? 

Yes. You can insert a sheet from 
an existing Excel workbook, or you 
can insert a blank Excel worksheet. 

To insert an existing worksheet, click 
Insert, click File, click the Excel file, click Insert, 
and then click OK. Select a worksheet, type a 
range, and then click OK. To insert a blank sheet, 
click Insert, click Object, click Microsoft Excel 
Sheet, and then click OK. 


















































Select 
Table Cells 


To perform most table operations, such as 
formatting cells, adding and deleting rows and 
columns, and merging and splitting cells, you 
must first select a cell, row, column, or even the 
entire table. 


■fllWIMIMIW 



o Click inside the table. Where you 
click depends on what you want 
to select: 

If you want to select a cell, click 
the cell. 

If you want to select a row, click 
any cell in that row. 

If you want to select a column, 
click any cell in that column. 

If you want to select the entire 
table, click any cell. 


0 Click Table, 
e Click Select. 
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Building Word Tables 


T 



Word displays a menu of select 
options. 

o Click the object you want to select. 

You can select Table, Column, 

Row, or Cell. This example shows 
Row selected. 



• Word selects the object. 
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Are there mouse methods I can use to select table 
cells? 4 

Yes. You can select any cell, row, column, or even the entire 
table with a single click: 

• To select the entire table, move the H over the table and then click the table select icon (EE). 

• To select a row, move V to the left of the row (H changes to 4) and then click. 

• To select a column, move H above the column (H changes to i) and then click. 

• To select a cell, move H to the left margin of the cell (H changes to 4) and then click. 

To select multiple, rows, columns, or cells, click and drag over the objects you want to select. 
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Insert and Delete , 
Rows or Columns i 


If you need to add more items to your Word 
table, you can add rows either at the end of 
the table or within the table. Similarly, if 
you need to record extra details about each 
item, you can add more columns to the 
table. 

If you have items or details that you no longer need, you can 
delete one or more rows or columns to keep the table 
uncluttered. 


Insert and Delete Rows or Columns 



INSERT A ROW OR COLUMN 

o Select an existing row or column. 

To insert multiple rows or 
columns, select the same number 
of existing rows or columns. 

0 Click Table. 

0 Click Insert. 

Q Click a command. 

You can click Rows Above or 
Rows Below to insert a row 
above or below the current row. 

You can click Columns to the 
Left or Columns to the Right to 

insert a column left or right of the 
current column. 

• Word inserts the row or column. 

• Another way to add a row to the 
end of the table is to click in the 
bottom-right cell, position the 
cursor after any text in the cell, 
and then press KS3. 




































































Building Word Tables 



DELETE A ROW OR COLUMN 

o Select the row or column you 
want to delete. 

0 Click Table. 

e Click Delete. 

Q Click the object you want to 
delete: Rows or Columns. 



# Word deletes the row or column. 



Can I insert rows and 
columns using the 
toolbar? 

Yes. First, make sure the 
table tools are visible: click 
View, click Toolbars, and 
then click Tables and 
Borders. Find the Insert 
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Click to insert a column to 
the left. 

EF 

Click to insert a column to 
the right. 

IT 

Click to insert a row above. 

C 

Click to insert a row below. 


Table tool HhX click F, and 
then click one of the following: 








































Change the Column 
Width or Row Height I 


If you have a long line of text in a cell, 
Word may wrap the text onto a second 
line. To avoid the wrapping, you can 
increase the width of the column. Similarly, 
if a column only contains a few characters 
in each cell, you can decrease the width to 
fit more columns on the page. 

Word also enables you to change the row height. This is 
useful if you want to insert an image, WordArt, or 
SmartArt graphic in a cell. 



Change the Column Width or Row Height 


CHANCE THE COLUMN WIDTH 

o Move ^ over the right border of 
any cell in the column you want 
to resize changes to HK)- 

o Click and drag the border to the 
right to increase the width or to 
the left to decrease the width. 


e Release the mouse. 

• Word changes the column width. 






















































Building Word Tables 




CHANGE THE ROW HEIGHT 

o Move ^ over the bottom border 
of any cell in the row you want to 
resize (h changes to =4=). 

o Click and drag the border down 
to increase the height or up to 
decrease the height. 



e Release the mouse. 

• Word changes the row height. 
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Is there an easier way to adjust 
the column width to fit the 
contents of a column? 

Yes. You can use Word's AutoFit 
feature, which automatically adjusts 
the column width to fit the widest item 
in a column. Select the row or column, click 
Table, click AutoFit and Distribute, and then click 
AutoFit to Contents. Alternatively, move ^ over the 
right edge of any cell in the column (k changes to HK) 
and then double-click. 





Why does Word prevent 
me from making a row 
height any smaller than a 
certain size? 

The most likely explanation is 
you have text or an image in 
that row that would no longer fit in 
the row if you made the height any smaller. In 
general, the row height can be as small as 
possible to fit all the text and images in the 
row, but no smaller. 
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Apply an AutoFormat 
to a Table i 


You can save time and effort by formatting 
your Word table using the AutoFormat feature. 
AutoFormat offers more than 40 predefined 
table styles that apply formatting for the table 
borders, cell backgrounds, and cell fonts. 

You can apply the entire AutoFormat to your table, or you can 
choose which formats you want to apply. 


Apply an AutoFormat to a Table 



Q Click anywhere inside the table 
you want to format. 

Q Click Table. 

e Click Table AutoFormat. 

You can also click the Table 
AutoFormat button (Fi) in the 
Tables and Borders toolbar. 


The Table AutoFormat dialog 
appears. 

© In the Formats list, click the 
AutoFormat you want to apply. 
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Building Word Tables 


• Word shows a preview of the 
formatting. 

© To prevent a format from being 
applied, click its check box 
(3 changes to El). 

o Click OK. 






• Word applies the AutoFormat. 
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How can 1 apply an AutoFormat from the Formatting Palette? ^ 

o Click anywhere inside the table you want to format. 
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0 Click the Toolbox button (fT^). 

Pig 

0 Click the Formatting Palette button ([&T). 
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0 Click the Styles panel. a 

in J 

0 Use the Pick style to apply list to click a table style. 
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• The table styles display the \~ icon. 
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( Merge i 

Table Cells i 


You can create more room for text or graphics 
by merging two or more cells into a single 
cell. For example, it is common to merge some 
or all of the top row of cells to use as a table 
title. 


Merge Table Cells 



MERGE CELLS HORIZONTALLY 

o Select two or more cells in a row. 

Note: To learn how to select cells , see the section 
"Select Table Cells" earlier in this chapter. 

O Click Table. 

e Click Merge Cells. 

• You can also click the Merge 
Cells button (I - ) in the Tables 
and Borders toolbar. 


• Word merges the selected cells 
into a single horizontal cell. 


















































Building Word Tables 


MERGE CELLS VERTICALLY 

o Select two or more cells in a 
column. 

Note: To learn how to select cells, see the section 
"Select Table Cells." 

o Click Table. 

e Click Merge Cells. 

• You can also click the Merge 
Cells button (l~) in the Tables 
and Borders toolbar. 



• Word merges the selected cells 
into a single vertical cell. 





I selected my cells, but the 
Merge command is 
disabled. Why? 

First, check to make sure that 
the cells you selected are not 
in fact a single cell that you 
merged previously. Second, Word only allows 
you to merge cells that you have selected by 
clicking and dragging the mouse. If your 
selection includes one or more cells that you 
selected individually by clicking the left margin 
of the cell, Word disables the Merge command. 



Can I merge cells horizontally and 
vertically in a single operation? 

Yes. However, for this to work, there 
are two things you need to do. First, all 
the cells must be adjacent to each 
other; you cannot merge cells from 
different parts of the table. Second, the cells you select 
must form a complete rectangle, which means you must 
select an equal number of cells horizontally, and an 
equal number of cells vertically. For example, it is okay 
to select a 3x4 rectangle of cells (three cells horizontally 
and four cells vertically). 










































Split a Cell into 
Two or More Cells 


You can create more detailed data by splitting a 
cell into two or more cells. For example, if you 
currently use a single cell to record an entire 
address, you can split that cell into multiple cells 
that each hold part of the address, such as the street 
name and number, city, and postal code. 

You can also split a cell if you want to add a different type of data to 
the cell, such as a graphic. 


Split a Cell into Two or More Cells 



o Select the cell you want to split. 

Note: To learn how to select a cell\ see the section 
"Select Table Cells." 


0 Click Table. 

e Click Split Cells. 

• You can also click the Split Cells 
button (I - ) in the Tables and 
Borders toolbar. 



















































Building Word Tables 


The Split Cells dialog appears. 

Q In the Number of columns text 
box, type the number of columns 
you want to create within the 
selected cell. 

© In the Number of rows text box, 
type the number of rows you 
want to create within the selected 
cell. 

o Click OK. 

• Word splits the cell into the 
number of columns and rows that 
you specified. 





Can I split multiple cells 
at once? 

Yes, but you need to be a 
bit careful to avoid messing 
up your data. Select the 
cells that you want to split, 
and then follow steps 2 to 5 
to specify the number of rows 
and columns you want to use in 
the split. Deselect the Merge cells before split 

option (5! changes to .) to ensure that Word does 
not merge all the data in the selected cells before it 
performs the split. Click OK. 



Can I split an entire table 
into two separate 
tables? 

Yes. This is useful if you 
need to track part of the 
table data separately or if 
you need to modify the 
layout of one part of a tale 
differently from the rest of the 
table. Note, however, that Word only enables you 
to split a table horizontally, not vertically. First, 
select the row above which you want to split the 
table. Click Table and then click Split Table. 




































Move and 
Resize a Table 


You can move an entire table to a better position 
within your document. For example, you can 
move a table so that it is closer to the document 
text that discusses the table data. 

If a table is too large or too small, you can resize the entire table. 
This enables you to resize all of the table's column widths and row 
heights in a single operation. 


Move and Resize a Table 



MOVE A TABLE 

Q Move ^ over the Table Select 

icon (ffl). 

o Click and drag EB to move the 
table. 

• ^ changes to "v\ 

• A dotted outline shows the table 
location as you drag. 


0 Release E0. 

• Word moves the table to the new 
location. 






























































Building Word Tables 



RESIZE A TABLE 

O Click inside the table you want to 
resize. 

• Word displays a resize handle in 
the lower-right corner of the table. 

0 Move K over the resize handle. 

e Click and drag the resize handle. 

^ changes to +. 

• A dotted outline shows the table 
size as you drag. 

o Release the +. 

• Word resizes the table. 
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When I move or resize my table, the document 
text does not wrap around the table. How can 

I fix this? 

Follow these steps: 

O Click inside the table. 

0 Click Table, 
e Click Table Properties. 

© In the Table Properties dialog, click the Table tab. 

0 In the Text wrapping section, click Around. 

0 If you want to modify the table position relative to the 
surrounding text, click Positioning and use the Table 
Positioning dialog to make your changes. 

0 Click OK. 


0 

■_ 

j__ 


w nywai * 1 

!■ if ! 

□ 

□ □ 


4ipi 

s 

□ -a-0 


*-* 






























































Add a Sum 
Formula to a Table 


If your table includes numeric values, you can 
add a sum formula to a cell to display the total 
of those values. For example, if you are using a 
table to display an invoice, you can create a sum 
formula that displays the invoice total. 

Word's AutoSum feature enables you to add a sum formula with 
just a couple of mouse clicks. You can sum either a column of values 
or a row of values. 


Add a Sum Formula to a Table 



ADD A SUM FORMULA 

o Click inside the cell where you 
want the sum to appear. 

Q Click the AutoSum button (I - ) 
in the Tables and Borders toolbar. 


• Word displays the sum. 
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Building Word Tables 



UPDATE A SUM FORMULA 


Q Right-dick the sum. 

You can also Irami +rlirk 
0 Click Update Field. 


You can also position the cursor 
within the sum and then press 




Option H 


EMU. 



• Word recalculates the sum. 
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AutoSum is summing the values 
above the current cell. How do 
I get it to sum the values to 
the left of the current cell, 
instead? 

To sum the values to the left of 
the current cell, right-click or ES 
+click the sum and then click Toggle 
Field Codes. You see the following 
formula: { = SUM(ABOVE) }. Edit the formula to read as 
follows: {= SUM(LEFT) }. Right-click or Iwnil +rlirk the 
formula and then click Toggle Field Codes. 



Can I add a 
formula for a 
different 
calculation, 
such as taking 
the average of 
the values? 

Yes. Click inside 
the cell you want 

to use, click Table, and then click Formula. 
In the Formula text box, type =, click the 
Paste function [T/ click a function, type 
ABOVE (or LEFT) between the parentheses, 
and then click OK. 












































Adding 
Elements 



You can add more value to 
your documents by including 
one or more of the various 
document elements that 
Word provides. These 
elements include cover 
pages, headers and footers, 
footnotes or endnotes, 
envelopes or mailing labels, 
a table of contents, or an 
index. This chapter shows 
you how to add each of 
these elements to your 
documents. 


















Add a 
Cover Page 


You can give your document a professional look by 
adding a cover page that displays the document 
title, subtitle, and author’s name, along with a 
graphical design. 

Word comes with 17 predefined cover pages, each of which you can 
add to a document with just a few mouse clicks. 


Add a Cover Page 



Q Open the document to which you 
want to add the cover page. 

0 Click Print Layout View. 

€> Click Document Elements. 


O Click Cover Pages. 

0 Click and r to review the 
predefined cover pages. 




Ia Mosaic of New Words 














































O Click the cover page you want to 
use. 


• Word inserts the cover page. 

O Click the [Document Title] field 
and then type the title of your 
document. 

o Click the [Document Subtitle] 

field and then type the subtitle of 
your document. 
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How do I remove a cover page? 

If you no longer need a cover page, removing it reduces the file size and makes the document 
easier to navigate. Follow these steps: 

O Scroll to the top of the document and look for the Cover Page 
icon (R. 

0 Click F in the Cover Page icon. 

© Click Remove Cover Page. 

Word removes the cover page from the document. 
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Insert a 
Header i 


If you have text that you want to appear on 
every page of your document, you can add 
a header to the document. The header 
appears between the top of the document 
text and the top margin, and you can use it 
to add text such as the document title, page 
numbers, current date, or custom text. 

You can configure your header to appear on every page 
in the document, or on just the even or odd pages. 
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Q Open the document to which you 
want to add the header. 

0 Click Print Layout View. 

€> Click Document Elements. 


0 Click Header. 

0 Click the Insert as QZ and then 
click where you want the header 
to appear. 

0 Click f and to review the 
predefined header layouts. 





















































O Click the header you want to use. 


Adding Document Elements 




• Word inserts the header. 

© If the header has any fields that 
require you to add information 
manually, click the field and then 
type the data. 

Q Click Close. 

Note: If you want to have different headers on 
your document's odd and even pages, perform 
Steps 5 to 9 twice , first by choosing Odd Pages in 
Step 5, and then again by choosing Even Pages 
in Step 5. 
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How do I remove the header from 
the first page of my document? 

First, if you chose Even Pages in 
Step 5 , then you do not need to do 
anything because no header appears 
on page 1. If you chose either Odd 
Pages or All Pages, instead, then a header appears 
on page 1. To remove it, click Format and then click 
Document to display the Document dialog. Click the 
Layout tab, select the Different first page option 
( changes to 5t), and then click OK. 



How do I remove all the 
headers from my document? 

If you no longer require the 
headers, you can delete them. 

First, double-click any header to 
activate it. Click Edit and then 
click Select All or press © + B) to select all the 
header text. Press I >131 to remove the header, 
and then click Close. If you added separate 
headers for the odd and even pages, you need 
to repeat this procedure for the other header. 










































If you have text that you want to appear on 
every page of your document, you can add a 
footer to the document. The footer appears 
between the bottom of the document text and 
the bottom margin, and you can use it to add 
text such as the document title, page numbers, 
current date, or custom text. 

You can configure your footer to appear on every page in the 
document, or on just the even or odd pages. 




O Open the document to which you 
want to add the footer. 

0 Click Print Layout View. 

€> Click Document Elements. 


O Click Footer. 

0 Click the Insert as QZ and then 
click where you want the footer to 
appear. 

0 Click I - and to preview the 
predefined footer layouts. 













































O Click the footer you want to use. 


Adding Document Elements 




• Word inserts the footer. 

© If the footer has any fields that 
require you to add information 
manually, click the field and then 
type the data. 



Q Click Close. 

Note: If you want to have different footers on 
your document's odd and even pages, perform 
Steps 5 to 9 twice , first by clicking Odd Pages 
in Step 5, and then again by clicking Even Pages 
in Step 5. 




When I insert a footer that includes a 
Document Title field, how do I get 
Word to insert the document title 
automatically? 

You need to specify the Title property for the 
document before adding the footer. Click File 
and then click Properties to open the 
document's Properties dialog. Click the Summary tab, and 
in the Title text box type the document title. Click OK. 
When you insert a footer (or header) that includes the 
Document Title field, Word adds the title automatically. 




How do I remove all the 
footers from my document? 

If you no longer require the 
footers, you can delete them. 

First, double-click any footer to 
activate it. Click Edit and then click Select All 
or press U+O) to select all the footer text. 
Press rm to remove the footer, and then click 
Close. If you added separate footers for the 
odd and even pages, you need to repeat this 
procedure for the other footer. 









































[ Create a 
Table of Contents 


You can make a long document easier to 
navigate by adding a table of contents (TOC). 

The TOC gives the reader a good sense of the 
overall structure of the document, and it 
includes page numbers, which enables the reader 
of a document printout to easily find a particular 
section. 

Word generates the entries that comprise a TOC from a document's 
Heading styles, so you should first format your document's 
headings with the appropriate Heading styles. 


i Create a Table of Contents 





Q Open the document to which you 
want to add the TOC. 

Q Position the cursor at the 
beginning of the document. 

If you prefer to add the TOC 
elsewhere in the document, 
position the cursor at the spot 
where you want the TOC to 
appear. 

0 Click Print Layout View. 

O Click Document Elements. 


0 Click Table of Contents. 

o Select the Heading Styles option 
(O changes to ©). 

Q Click p and r to preview the 
predefined TOC layouts. 
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r 




headings? 

Follow these steps to update your TOC: 

O Click inside the TOC to activate it. 

0 Click the Table of Contents F- 

© Click Update Table to open the Update 
Table of Contents dialog. 

O Select the Update entire table option 
(O changes to ©). 

0 Click OK to update the TOC. 

• You can click Remove Table of Contents to delete the TOC. 














































Insert a Footnote , 
or Endnote i 


You can add authority to a document by adding 
footnotes or endnotes. A footnote is a short note 
at the bottom of a page that provides added data 
about something mentioned in the regular text 
on that page. You can use footnotes to specify 
sources, point out references, or add extra 
information. 

You can also place all of your footnotes at the end of a section or 
document, in which case they are called endnotes . 


Insert a Footnote or Endnote 



O Position the cursor where you 
want the footnote or endnote 
number to appear. 

0 Click Insert. 

e Click Footnote. 
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The Footnote and Endnote dialog 
appears. 

Q Select the Footnote option 
(O changes to ©). 

• If you want to insert an endnote, 
select the Endnote option 
(O changes to ©). 

0 Click OK. 






































Adding Document Elements 



• Word creates the footnote. 

0 Type the footnote text. 

0 Double-click the footnote number 
to return to the regular document 
text. 



• The footnote number appears in 
the text. You can double-click this 
number to jump to the footnote 
text. 
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Can I use symbols instead of 
numbers as the footnote 
reference marks? 

Yes. You can apply a custom format 
that uses letters, Roman numerals, or 
symbols such as *, t, +, and §, or you 
can use a specific symbol for all footnotes. Follow 
Steps 1 to 3. If you want to use a different number 

format, click Options, click the Number format U*, 
click the format you want to use, and then click OK. 
To use a specific symbol instead, select the Custom 
mark option ( changes to ©) and then either 
type the symbol or click the Symbol button. 


Is it possible to convert my 
footnotes to endnotes? 

Yes. You can convert individual 
footnotes to endnotes, or you can 
convert all your footnotes to 
endnotes. To convert a single 
footnote, display the footnote, right-click or 

EDI+click the footnote number, and then click 
Convert to Endnote. To convert all footnotes, click 
Insert, click Footnote, click Options, and then 
click Convert to display the Convert Notes dialog. 
Select the Convert all footnotes to endnotes 
option (O changes to ©), and then click OK. 






























Create an , 
Envelope i 


You can use Word to create and print an 
envelope that displays both the recipient’s 
address and your return address. If the address 
is already in the document, Word automatically 
uses the address for the envelope. 

Using Word to create an envelope is a good idea because it 
reduces the chance that the post office might misread the address, 
and it also looks more professional than a handwritten address. 


i Create an Envelope 



Q Select the recipient's address if it 
appears in the document. 

Note: If no other address appears in the 
document, you can skip Step 1 because Word picks 
up the address automatically. 

Q Click Tools. 

© Click Envelopes. 


The Envelope dialog appears. 

Q In the Delivery address text box, 
type the recipient's address if 
Word did not pick up the address 
automatically. 

0 Select the Use my address 

option (2 changes to Ez). 

Q If Word does not insert your 
address automatically, type 
the address in the Return address 
text box. 
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• You can click the Font buttons to 
format the address text. 

• You can click the Position 
buttons to change where the 
addresses appear on the 
envelope. 

0 Click Print. 


Adding Document Elements 
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The Print dialog appears. 


o Click Print. 

Word sends the envelope to the 
printer. 

Note: See your printer manual to learn how to 
print an envelope. 
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I want to customize my label 
with a graphic. Is there a way 
to avoid printing the envelope 
right away? 

Yes. You can tell Word to insert the 
envelope into the document. Follow 
Steps 1 to 6 to open the Envelope 
dialog and set up the addresses. Select the Insert 
this envelope into the active document option 
( changes to 3Z), and then click OK. Word 
inserts the envelope at the top of the document, 
and you can then add your image. 


How do I tell Word that I am 
using a nonstandard envelope? 

Follow Steps 1 to 6 to open the 
Envelope dialog and set up the 
addresses. Click Custom to open 
the Custom Page Options dialog. 

Click the Envelope size [T and then 
click the envelope size you are using. You can also 
use this dialog box to tell Word how your printer 
requires you to feed the envelope. When you 
finish, click OK. 































Create Mailing 
Labels 


You can use Word to create and print mailing 
labels that display an address that you can then 
affix to an envelope or package. You can create 
labels either for a destination address or for your 
own address. 

Using Word to create mailing labels is better than using handwritten 
addresses because the labels are easier to read and look more 
professional. 


i Create Mailing Labels 



Q Select the label address if it 
appears in the document. 

Note: If no other address appears in the 
document, you can skip Step 1 because Word 
automatically picks up the address. 

0 Click Tools. 

€> Click Labels. 


The Labels dialog appears. 

© In the Address text box, type the 
recipient's address if Word did not 
pick up the address automatically. 

• If you want to create a label for 
your own address and you have 
entered your information into the 
Entourage Contacts database, 
select the Use my address 
option ( _ changes to 1). 

• This area shows the type of label 
Word will create. 

0 To choose a different label, click 

Options. 














































The Label Options dialog appears. 

0 Click the Label products BZ and 

then click the label style you are 
using. 

0 In the Product number list, click 
the label type you are using. 

0 Click OK. 


Adding Document Elements 




• You can click Font to format the 
address text. 

Q Select the Full page of the same 
label option (C changes to ®). 

0 Click Print. 

The Print dialog appears. 

0 Click Print. 

Word sends the labels to the 
printer. 

Note: See your printer manual to learn how to 
print mailing labels. 
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Is there a way to store my 
address in Word to avoid 
typing it each time I print my 
labels? 

Yes. Click Word and then click 
Preferences to open the Word Preferences 
dialog. Click User Information to open the User 
Information preferences. In the First and Last text 
boxes, type your first and last names; in the 
Company text box, type your company name; and 
in the Address, City, State, and Zip text boxes, type 
your address. Click OK. 



Can I print just one label? 

Yes. Word treats a page full of labels 
as though they were organized in 
rows and columns. When you print a 
single label, you need to point out 
which one to print by specifying its row 
number and column number. Follow Steps 
1 to 8 to set up your address and labels. Select the 
Single label option ( changes to - ). In the 
Row and Column text boxes, specify the position 
of the label on the page. 







































Create an 
Index 


You can make the information in a Word 
document easier to find by including an index 
with the document. An index is a list of the 
various terms and topics in the document, with 
references to the page numbers where those 
topics appear within the document. 

Although Word offers several useful tools for creating an index, 
creating an index in most documents is tedious, time-consuming, 
and finicky work. Do not make the decision to include an index 
lightly. 




MARK INDEX ENTRIES 

O Select the text that you want to 
use as an index entry. 

o Press QS9+G3^D + D + 0- 


The Mark Index Entry dialog 
appears. 

• The selected text appears here. 

€> Edit the Main entry text, if 
necessary. 

Q Click Mark. 

• If the topic appears in multiple 
places and you want to mark all 
instances, click Mark All. 
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Adding Document Elements 



• Word adds a field to indicate an 
index entry. 

0 Select the next text that you want 
to use as an index entry. 
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0 Click the Mark Index Entry dialog. 

• The selected text appears here. 

0 Repeat Steps 3 and 4 to mark the 
index entry. 

0 Repeat Steps 5 to 7 to mark all 
the index entries for your 
document. 

0 Click Close. 
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When should I add an index to 
a document? 

The decision to add an index 
depends on several factors. For 
example, the longer the document, 
the more likely an index is necessary 
or expected. Similarly, the more 
complex a document's subject matter, the more 
likely an index helps cut through that complexity 
and enables your readers to find what they want. 
Finally, consider the document's intended audience. 
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dialog and select or type the Main entry 
text. Select the Cross-reference option 
( changes to - ), and in the Cross-reference text 
box, type See followed by the name of the other 
entry. Click Mark or Mark All to set the entry. 
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Create an 
Index (continued) 


After you mark all the entries for your 
index, your next step is to create the 
index itself. In most cases, the index 
appears at the end of the document. 


i Create an Index (continued) 


INSERT THE INDEX 

Q Position the cursor where you 
want the index to appear. 


Q Click Insert. 
e Click Index and Tables. 





























































Adding Document Elements 



The Index and Tables dialog 
appears. 

Q Click the Index tab. 

0 In the Formats list, click the index 
format you want to use. 

• The Preview area shows you what 
the index will look like. 

® In the Columns text box, specify 
the number of entry columns you 
want to use. 



O Click OK. 

• Word inserts the index. 

• If you do not want to see the 
indexing fields, click Show (fi" ). 
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Yes. As long as you have a good idea of the words and phrases you want to include 
in your index, you can set up a separate concordance file, a Word document that 
includes these words and phrases. To create this file, start a new Word document 
and insert a two-column table. Use the left column to type the words or phrases that 
you want Word to look for in the document you are indexing, and use the right 
column to type the words or phrases that you want Word to use as the index entries. 

With the concordance file completed and saved, switch to the document you want to 
index and then follow Steps 1 to 6 to set up the index. Click AutoMark, use the Choose an Index 
AutoMark File dialog to select the concordance file, and then click Open. Word marks all the 
concordance items as index entries. 
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Is there an easier way to create an index? 
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Building an 
Excel Spreadsheet 



You use Microsoft Excel to 
create spreadsheets, which 
are documents that enable 
you to manipulate numbers 
and formulas to quickly 
create powerful mathematical, 
financial, and statistical 
models. In this chapter you 
learn about Excel worksheets, 
how to enter and edit data, 
and how to manipulate 
worksheets. 
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[ Understanding the Layout I, 
of a Worksheet I 


In Excel, a spreadsheet file is called a workbook , and each workbook consists of one or more 
worksheets. These worksheets are where you enter your data and formulas, so you need to 
know the layout of a typical worksheet. 


CELL 

A cell is a box in 
which you enter your 
spreadsheet data. 

COLUMN 

A column is a vertical 
line of cells. Each 
column has a 
unique letter that 
identifies it. For 
example, the 
leftmost column is A, 
and the next column 
is B. 
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ROW 

A row is a horizontal 
line of cells. Each row 
has a unique number 
that identifies it. For 
example, the topmost row is 1, 
and the next row is 2. 
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CELL ADDRESS 

Each cell has its own address, 
which is determined by the 
letter and number of the 
intersecting column and row. For 
example, the cell at the 
intersection of column C and 
row 10 has the address CIO. 


RANGE 

A range is a rectangular grouping 
of two or more cells. The range 
address is given by the address of 
the top-left cell and the address of 
the bottom-right cell. FI 6:H21 is 
an example of a range of cells. 


WORKSHEET TAB 

The worksheet tab displays the 
worksheet name. If your workbook 
contains multiple worksheets, you 
use the tabs to navigate between 
the worksheets. 
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View the 
Formula Bar 
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You can make many Excel spreadsheet-building chores easier 
by using the Formula bar to enter and edit cell data. Excel 
does not display the Formula bar by default, so you must 
follow these steps to display it. 


View the Formula Bar 



0 Click View. 

0 Click Formula Bar. 


0 HuH ™l ~ 



fl 


P' 

H 

Hi HdfnUr 

H 

fl" 

j* 

L u iri« ¥***• 


r^l4rw« 

a m — 



• Excel displays the Formula bar. 
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Enter Data 
into a Cell 

1 1 


You build a spreadsheet by entering data into 
the worksheet cells, and then using formulas 
and functions to manipulate the cell data. So 
your first step when building a spreadsheet is 
to enter the data you require. 

Excel data is usually numbers, dates, or times, but you can 
also enter text into a cell, which is useful for labeling data or 
adding headings. 



Enter Data into a Cell 


o Click in the cell that you want to 
use to enter the data. 

• Excel marks the current cell by 
surrounding it with a thick, light 
blue border. 


J 



o Start typing your data. 

• Excel opens the cell for editing 
and displays the data as you type. 

• Your typing also appears in the 
Formula bar. 

Note: Rather than typing the data directly into 
the cell, you can also type the data into the 
Formula bar. 


































e When your data is complete, press 


• Excel closes the cell for editing. 

• Excel moves the selection to the 
cell below. 



\ 


Building an Excel Spreadsheet 


chapter 


10 




M • i * •* • 

m -.tJ m rr-K J£± - 

■ | * 
li 



f! 


am 


f= 



Are there any shortcuts I can use to enter data? 

Yes. Excel offers a few keyboard shortcuts that you can use: 


Press 

To 

o+o 

Insert the current time 

m+o 

Insert the current date 

i^m.i+ia+n 

Copy the value from the cell above 


Copy the formula from the cell above 









































[ Edit Cell 
Data 


If the data you entered into a cell has changed 
or is incorrect, you can edit the data. You can 
edit cell data either directly in the cell or by 
using the Formula bar. 





o Click in the cell that you want 
to edit. 

0 Press G51+Q 

You can also double-click the cell 
you want to edit. 


• Excel opens the cell for editing 
and moves the cursor to the end 
of the existing data. 

• Excel displays Edit in the 
status bar. 

• You can also click inside the 
Formula bar and edit the cell data 
there. 

e Make your changes to the cell 
data. 








































O When you finish editing the data, 
press USm. 
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• Excel closes the cell for editing. 

• Excel moves the selection to the 
cell below. 



Is there a faster way to open a cell 
for editing? 

Yes. Move C 1 over the cell you want to 

edit, and center C 1 over the character 
where you want to start 
editing. Double-click the 
mouse. Excel opens 
the cell for editing and 
positions the cursor at 
the spot where you 
double-clicked. 



Is there a way to configure Excel to move the selection 
to the right after I press ESWffll ? 

Yes. By default, Excel moves the selection down when you press 
nSfllffi after entering or editing cell data. However, you can 
change this using Excel's preferences. Click Excel and 
then click Preferences to open the Excel 
Preferences dialog. Click Edit, click the Direction 

H, and then click the direction you prefer 
(Right, Left, Up, or Down). Click OK. You can 

also press hsia) to move to the cell to the right. 



































Navigate a 
Worksheet I 


You can use a few keyboard techniques 
that make it easier to navigate data after 
it is entered in a worksheet. 

It is usually easiest to use your mouse to click in the next 
cell you want to work with. However, if you are entering 
data, then using the keyboard to navigate to the next cell 
is often faster. 











































Rename a , 
Worksheet i 
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You can make your Excel workbooks easier to understand 
and navigate by providing each worksheet with a name 
that reflects the contents of the sheet. 

Excel provides worksheets with generic names such as Sheetl and Sheet2, 
but you can change these to more descriptive names such as Sales 2009, 
Amortization, or Budget Data. 
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Rename a Worksheet 


O Display the worksheet you want to 
rename. 

o Double-click the worksheet's tab. 

You can also click Format, Sheet, 
and then click Rename. 

• Excel creates a text box around 
the name and selects the text. 



e If you want to edit the existing 
name, press either O or G) to 
deselect the text. 


0 Type the new worksheet name. 

0 Press Gssna. 

Excel assigns the new name to the 
worksheet. 





























































Create a New 
Worksheet 


Excel supports multiple worksheets in a 
single workbook, so you can add as many 
worksheets as you need for your project or 
model. 

In most cases, you will add a blank worksheet, but Excel 
also comes with more than 30 predefined worksheet 
templates that you can use. 


Create a New Worksheet 



o Open the workbook to which you 
want to add the worksheet. 

0 Click Sheets. 



e Click the type of worksheet you 
want to add. 

O Click and r to preview the 
predefined worksheets. 

# Move ^ over the template icon. 

• The name of the template appears 
here. 

































































0 Click the worksheet you want 
to add. 


• Excel inserts the worksheet. 

© Click Sheets to hide the Gallery. 
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Is there an easier way to add a blank 
worksheet? 

Yes. Open the workbook to which you want to 
add the worksheet, and then click the Insert 
Sheet button (p - ). 

• Click [+". 
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How do I navigate from one 
worksheet to another? 

The easiest way is to click the tab of the 

worksheet you want to use. r-| 

From the keyboard, press Mnd +EBSfla np« 

to move to the next worksheet, and press Iwnil +PsM 
to move to the previous worksheet. You can also click 
the following controls: 



F 

Move to the first worksheet. 

F 

Move to the previous worksheet. 

F 

Move to the next worksheet. 

F 

Move to the last worksheet. 
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Move or Copy , 
a Worksheet i 


You can make an Excel workbook more 
organized and easier to navigate by moving 
your worksheets to different positions within 
the workbook. You can also move a 
worksheet to another workbook. 

Excel also enables you to make a copy of a worksheet, which 
is a useful technique if you require a new worksheet that is 
similar to an existing worksheet. You can copy the sheet to 
the same workbook or to another workbook. 



Move or Copy a Worksheet 


Q If you want to move or copy the 
worksheet to another workbook, 
open that workbook and then 
return to the current workbook. 

0 Click the tab of the worksheet you 
want to move or copy. 



0 Click Edit. 

0 Click Move or Copy Sheet. 

The Move or Copy dialog appears. 




































































0 If you want to move or copy the 
sheet to another workbook, click 
the To book [T and then click 
the workbook. 

0 Use the Before sheet list to click 
the worksheet before which you 
want the sheet moved or copied. 

© To create a copy of the worksheet, 
select the Create a copy option 
(L changes to 2). 

© Click OK. 

• Excel moves or copies the 
worksheet. 
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Is there an easier way to move or copy a worksheet within the same workbook? 

Yes. It is usually much easier to use your mouse to move or copy a worksheet within the same workbook: 

O Move ^ over the tab of the workbook you want to move or copy. 

e If you want to create a copy of the worksheet, hold down 

0 Click and drag the worksheet tab left or right to the new 
position within the workbook. 

K changes to Q. 

• As you drag, an arrow shows the position of the worksheet. 

© Drop the worksheet tab. 

Excel moves or copies the worksheet. 
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Delete a 
Worksheet j 


If you have a worksheet that you no longer 
need, you can delete it from the workbook. 
This reduces the size of the workbook and 
makes the workbook easier to navigate. 

You cannot undo a worksheet deletion, so check the 
worksheet contents carefully before proceeding with the 
deletion. 


Delete a Worksheet 



O Click the tab of the worksheet you 
want to delete. 


0 Click Edit. 

O Click Delete Sheet. 
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Excel asks you to confirm that you 
want to delete the worksheet. 

O Click OK. 


• Excel removes the worksheet. 
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Yes. You can hide the 
worksheet so that it no 
longer appears in the 
workbook. This is useful if 
you have a worksheet that 
contains sensitive data, but 
you need to show the workbook to 
other people. To hide a worksheet, click its tab, 
click Format, click Sheet, and then click Hide. To 
display the worksheet again, click Format, click 
Sheet, and then click Unhide to display the 
Unhide dialog. Click the worksheet in the Unhide 
sheet list, and then click OK. 


I have several worksheets 
I need to delete. Do I 
have to delete them 
individually? 

No. You can select all the 
sheets you want to 
remove and then run the 
deletion. To select 
multiple worksheets, 
click the tab of one of the 
worksheets, hold down @ 

, and then click the tabs of 
the other worksheets. After you 
select your worksheets, follow Steps 3 to 5 to 
delete all the worksheets at once. 


Is it possible to 
temporarily remove a 
worksheet from a 
workbook? 





































Insert a Row 
or Column 


You can insert a row or column into your 
existing worksheet data to accommodate 
more information. This is particularly 
useful if the information you need to add 
fits naturally within the existing data, 
rather than at the end. 


Insert a Row or Column 



INSERT A ROW 

O Click in any cell in the row above 
which you want to insert the 
new row. 

o Click Insert. 

0 Click Rows. 


• Excel inserts the new row. 

• The rows below the new row are 
shifted down. 

Q Click the Format smart tag (F). 

0 Select a formatting option for the 
new row (O changes to ®). 
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INSERT A COLUMN 
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O Click any cell in the row to the left 
of which you want to insert the 
new column. 

0 Click Insert. 

0 Click Columns. 




• Excel inserts the new column. 

• The columns to the right of the 
new column are shifted to the 
right. 

© Click the Format smart tag |. 

0 Select a formatting option for the 
new row (O changes to ®). 


Can I insert more than one row or column at a time? 

Yes. You can insert as many new rows or columns as you need. First, select 
the same number of rows or columns that you want to insert. (See Chapter 
11 to learn how to select rows and columns.) For example, if you want to 
insert four rows, select four existing rows. Follow Steps 2 and 3 in the 
section "Insert a Row or Column" to insert rows or Steps 2 and 3 in the 
section "Insert a Column" to insert columns. 






























































































Delete 

Worksheet Data 


If your worksheet contains data that you no 
longer need, you can delete that data. You can 
either delete just the data within one or more 
cells, or you can delete the cells themselves. If 
you delete the cells, Excel shifts the remaining 
worksheet data to replace the cells. 

When you delete cells, you can delete a single cell, a collection 
of cells, or entire rows or columns. 


i Delete Worksheet Data 



DELETE CELL DATA 

O Select the cell or cells that contain 
the data you want to delete. 

Note: See Chapter 11 to learn how to select cells, 
o Press IM'l . 



• Excel removes the cell data. 
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DELETE CELLS 

0 Select the cell or cells that contain 
the data you want to delete. 

Note: See Chapter 11 to learn how to select cells. 

0 Click Edit, 
e Click Delete. 
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The Delete dialog appears. 

Q Select the deletion option you 
want to use (O changes to ©). 

0 Click OK. 

• Excel deletes the selected cells. 

• Excel shifts the remaining 
worksheet data to replace the 
cells. 





When I delete cell data. 

Excel keeps the cell 
formatting intact. Is it 
possible to delete the 
data and the 
formatting? 

Yes. Excel offers a 
command that deletes 
everything from a cell. First, 
select the cell or cells with 
the data and formatting that you 
want to delete. Click Edit, click 
Clear, and then click All. Excel removes both the 
data and the formatting from the selected cells. 



Is it possible to delete just 
a cell's formatting? 

Yes. Excel offers a 
command that deletes 
just the cell formatting 
while leaving the cell 
data intact. Select the cell 
or cells with the formatting 
that you want to delete. 

Click Edit, click Clear, and 
then click Formats. Excel removes 
just the formatting from the selected cells. 








































Working with 
Excel Ranges 



In Excel, a range is a 
collection of two or more 
cells that you work with as a 
group rather than separately. 
This enables you to fill the 
range with values, move or 
copy the range, sort the 
range data, and filter the 
range to show only certain 
values. You learn these range 
techniques in this chapter, 
and in later chapters you 
learn techniques such as 
formatting a range, applying 
a formula to a range, and 
building a chart from a 
range. 





























Select 
a Range 


To work with a range in Excel, you must 
select the cells that you want to include in the 
range. After you select the range, you can fill 
it with data, move it to another part of the 
worksheet, format the cells, and so on. 

You can select a range as a rectangular group of cells, as a 
collection of individual cells, or as an entire row or column. 




SELECT A RECTANGULAR RANGE 

o Position G over the first cell you 
want to include in the range. 

0 Click and drag O over the cells 
that you want to include in the 
range. 

• Excel selects the cells. 

0 Release the mouse button. 
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SELECT A RANGE OF INDIVIDUAL 

CELLS 

O Click in the first cell that you want 
to include in the range. 

0 Hold down and click in each 
of the other cells that you want to 
include in the range. 

• Each time you click in a cell, Excel 
adds it to the range. 

0 Release HI. 















































Working with Excel Ranges 



SELECT AN ENTIRE ROW 

o Position ^ over the header of the 
row you want to select. 

^ changes to 

0 Click the row header. 

• Excel selects the entire row. 

To select multiple rows, click and 
drag across the row headers or 
hold down 0 and click each row 
header. 

SELECT AN ENTIRE COLUMN 

o Position K over the header or the 
column you want to select. 

K changes to 4-. 

0 Click the column header. 

• Excel selects the entire column. 

To select multiple columns, click 
and drag across the column 
headers, or hold down 0 and 
click each column header. 
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Are there keyboard 
techniques I can use to 
select a range? 

Yes. To select a rectangular 
range, navigate to the first cell 
that you want to include in the 



range, hold down and then press Q) or 

Q to extend the selection. To select an entire 
row, navigate to any cell in the row and then 


press kuniiil +EjBEjBl To select an entire 
column, navigate to any cell in the column 


and then press i«ini + 


Spacebar 


Is there an easy way to select every cell in the 
worksheet? 

Yes. Excel offers two methods you can use. From the 
keyboard, press +Q. Click the Select All button 
(| ) in the upper-left corner of the worksheet. 

Alternatively, click Select All to select every cell. 
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Fill a Range with , 
the Same Data i 


If you need to fill a range with the same data, you can 
save time by getting Excel to fill the range for you. 
Excel’s AutoFill feature makes it easy to fill a vertical 
or horizontal range with the same value, but you can 
also fill any selected range. 

See the section "Select a Range" to learn how to select a range of cells. 


Fill a Range with the Same Data 



FILL A VERTICAL OR 
HORIZONTAL RANGE 

O Click in the first cell in the range 
and type the text, number, or 
other data. 

Q Position Q over the bottom-right 
corner of the cell. 

O changes to +. 

0 Click and drag + down to fill a 
vertical range or across to fill a 
horizontal range. 

+ changes to l]. 

o Release the mouse button. 

• Excel fills the range with the initial 
cell value. 
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FILL A SELECTED RANGE 


0 Select the range you want to fill. 

0 Type the text, number, or other 
data. 

e Press Mn 



• Excel fills the range with the value 
you typed. 




How do I fill a vertical or horizontal range 
without also copying the formatting of the 
original cell? 

Follow these steps: 

O Perform Steps 1 to 4 to fill the data. 

• Excel displays the AutoFill Options smart tag. 

0 Click the AutoFill Options f. 

0 Click Fill Without Formatting. 
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Excel removes the original cell's formatting from the copied cells. 





























Fill a Range with 
a Series of Values 


If you need to fill a range with a series of values, you 
can save time by using Excel’s AutoFill feature to 
create the series for you. AutoFill can fill a series of 
numeric values such as 5, 10, 15, 20, and so on; a 
series of date values such as January 1, 2010; January 
2, 2010; and so on; or a series of alphanumeric values 
such as Chapter 1, Chapter 2, Chapter 3, and so on. 

You can also create your own series with a custom step value, which 
determines the numeric difference between each item in the series. 


Fill a Range with a Series of Values 



AUTOFILL A SERIES OF NUMERIC, 
DATE, OR ALPHANUMERIC 
VALUES 

O Click the first cell and type the first 
value in the series. 

e Click in an adjacent cell and type 
the second value in the series. 

e Select the two cells. 

o Position O over the bottom-right 
corner of the second cell. 

O changes to +. 

0 Click and drag + down to fill a 
vertical range or across to fill a 
horizontal range. 

+ changes to Li- 

0 Release the mouse button. 

• Excel fills the range with a series 
that continues the pattern of the 
initial two cell values. 












































Working with Excel Ranges 



FILL A CUSTOM SERIES OF VALUES 

o Click the first cell and type the first value in 
the series. 

0 Select the range you want to fill, including the 
initial value. 

0 Click Edit. 

O Click Fill. 

0 Click Series. 

The Series dialog appears. 

0 In the Type group, select the type of series 
you want to fill (O changes to ©). 

0 If you selected Date in Step 6, select an 
option in the Date unit group (O changes 
to ©). 

0 In the Step value text box, type the value you 
want to use. 

0 Click OK. 

• Excel fills the range with the series you 
created. 





Can I create my own AutoFill series? 

Yes. You can create a custom list, which is a series of 
text values. When you add the first value in your 
custom list, you can then use AutoFill to fill a range 
with the rest of the series. Follow these steps to create 
a custom list: 


0 

0 

© 

0 


Click Excel. 

Click Preferences. 
Click Custom Lists. 
Click NEW LIST. 


In the List entries box, type each item in your list, and press 
nnfflfli after each item. 



0 Click Add. 
0 Click OK. 































Move or 
Copy a Range 


You can restructure or reorganize a 
worksheet by moving an existing range to a 
different part of the worksheet. 

You can also make a copy of a range, which is a useful 
technique if you require either a duplicate of the range 
elsewhere, or if you require a range that is similar to an 
existing range. 


Move or Copy a Range 



MOVE A RANGE 

Q Select the range you want to move. 

Q Position O over any outside 
border of the range. 

O changes to O- 

0 Click and drag the range to the 
new location. 

• Excel displays an outline of the 
range. 

• Excel displays the address of the 
new location. 

© Release the mouse button. 

• Excel moves the range to the new 
location. 
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Working with Excel Ranges 



COPY A RANGE 


o 

0 

0 


Select the range you want to copy. 
Press and hold 


Option 


Position O over any outside 
border of the range. 


O changes to (+?. 

© Click and drag the range to the 
location where you want the copy 
to appear. 


• Excel displays an outline of the 
range. 


• Excel displays the address of the 
new location. 


0 

o 


Release the mouse button. 
Release 


Option 


Excel creates a copy of the range 
in the new location. 




Can I move or copy a 
range to another 
worksheet? 


Yes. Click and drag the 
range as described in this 
section. Remember to hold 


down _ 

coDvine the 


Option 


if you are 



hold @ and then drag the mouse pointer over the 
tab of the sheet you want to use as the 
destination. Excel displays the worksheet. Release 


@ and then drop the range on the worksheet. 



Can I move or copy a range 
to another workbook? 

Yes. If you can see the other 
workbook on-screen, click and 
drag the range as described in 
this section, and then drop it on 
the other workbook. Remember 


to hold down Iwumi if you are 
copying the range. Otherwise, select the range, 
click Edit, click Cut to move the range or Copy to 
copy it, switch to the other workbook, select the 
cell where you want the range to appear, click 
Edit, and then click Paste. 






































Name 
a Range 


You can make it easier to work with a range by 
assigning a name to the range. This is most useful 
when you build formulas, as described in Chapter 
13. A formula that uses range names such as Sales 
and Expenses is much easier to understand than 
one that uses range addresses such as A2:A8 and 
B10:C15. 

You can create range names by hand, or you can get Excel to create 
the names for you automatically based on the existing text labels in a 
worksheet. 


Name a Range 



ASSIGN A RANGE NAME 
MANUALLY 

O Select the range you want to 
name. 


0 Click inside the Name text box. 

e Type the name you want to use. 

Note: The first character of the name must he a 
letter or an underscore (_). The name cannot 
include spaces or cell references , and it cannot be 
any longer than 255 characters. 


Q Press 


Return 


Excel assigns the name to the 
range. 



fF 1l*™**»P 


ILl,,nil' K r-T’f- 


ASSIGN RANGE NAMES 

AUTOMATICALLY 

O Select the range you want to 
name. 

• Be sure to include the text labels 
you want to use for the range 
names. 
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Working with Excel Ranges 



0 Click Insert, 
e Click Name. 
O Click Create. 


The Create Names dialog appears. 

0 Select the option that corresponds 
to where the text labels are 
located in the selected range 
(' changes to 3). 

If Excel has activated a check box 
that does not apply to your data, 
click it (2 changes to _). 
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o Click OK. 


Excel assigns the text labels as 
range names. 



How do I modify a 
range name? 

Click Insert, click 
Name, and then click 
Define to open the 
Define Name dialog. 

Click the name you 
want to work in the list 
box. To modify the 
name, edit the name in the 
Names in workbook text box, and then click Add. 
Click the old range name, and then click Delete. 
Click OK. 


Are there any other uses for range names? 

Yes. Range names also make it easier to navigate a 
worksheet because you can choose a name from a 
list and Excel automatically selects the associated 
range. In the Formula bar's Name box, click [T (B) 
to see a list of your assigned range names. Click 
the name you want to use (C), and Excel selects 
the associated range. 
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[ Sort a j 

Range J 


You can make a range easier to read and 
easier to analyze by sorting the data based on 
the values in one or more columns. 

You can sort the data in either ascending or descending order. 
An ascending sort arranges the values alphabetically from A to 
Z, or numerically from 0 to 9; a descending sort arranges the 
values alphabetically from Z to A, or numerically from 9 to 0. 




o Click in any cell in the column that 
you want to use for the main sort 
order. 



0 Click Data. 

0 Click Sort. 

The Sort dialog appears. 













































Working with Excel Ranges 



• The column you chose in Step 1 
appears here. 

O To sort on a second column, click 
[T and then click the column. 

© To sort on a third column, click 
[T and then click the column. 

o For each field, select a sort order 
(O changes to ®). 

O If your data does not have 
headers, select the No header 
row option (O changes to ©). 






© Click OK. 

• Excel sorts the range. 


How do I sort a range using 
the values in a row instead 
of a column? 

Excel normally sorts a range 
from top to bottom based on 
the values in one or more 
columns. However, you can 
tell Excel to sort the range from left to 
right based on the values in one or more rows. 
Follow Steps 1 to 3 to display the Sort dialog. Click 
Options to display the Sort Options dialog, select 

the Sort left to right option (O changes to ©), 
and then click OK. 


Is there a faster way to sort 
a range? 

Yes, as long as you only need 
to sort your range on a single 
column. First, click in any cell 
inside the column you want to 
use for the sort. Then click one 
of the following buttons on the 
Standard toolbar: 



Click for an ascending sort. 

■ 

Click for a descending sort. 

























Filter a 
Range 


You can make a range of data easier to read and 
simpler to navigate by displaying only those items 
that match a particular value in a column. This is 
called filtering the range, and Excel’s AutoFilter 
feature lets you do this with just a few mouse 
clicks. 



o Click in any cell within the data 
you want to filter. 


0 Click Data, 
e Click Filter. 

O Click AutoFilter. 














































Working with Excel Ranges 



• Excel adds pop-up buttons ([*") 
to the column headers. 

© Click fs" for the field you want to 
use for the filter. 

• Excel displays a list of the unique 
values in the field. 

® Click the value that you want to 
use to filter the range. 


• Excel filters the range. 

To remove the filter, click fs" in 
the field you used for the filter, 
and then click Show All. 

To remove each fs" from the field 
headers, follow Steps 2 to 4 to 
turn off AutoFilter. 





in 


Can I filter my range to 
show just the top values 
a column? 

Yes. Excel includes a feature 
called Top 10 AutoFilter that 
enables you to filter the range 

to show just the top items based on the numeric values 


in a particular column. Click [i~ in the field you want to 
use for the filter, and then click Show Top 10 to display 


the Top 10 AutoFilter dialog. Click the left [T and then 
click either Top or Bottom, type the number of items you 


want to return, click the right [T, and click either Items 
or Percent. Click OK. 


Can I customize the 
filter? 

Yes. You can create a 
custom AutoFilter where 
you choose an operator 
such as begins with or 
contains, and then specify 
your filter criteria. Click |~i" in the field you 
want to use for the filter, and then click 
Custom Filter to display the Custom 
AutoFilter dialog. Click \T and then click the 
operator you want to use. Use the text box 
to type the criteria for the filter. Click OK. 



































Formatting 
Excel Data 



Although you can build a 
useful spreadsheet model 
without resorting to 
formatting, your worksheets 
are easier to read and more 
organized when you apply 
formatting. Besides standard 
formatting such as fonts and 
alignment discussed in 
Chapter 3, Excel also 
enables you to change the 
number format, add 
conditional formatting, 
modify the row height and 
column width, and more. 


















Apply a Number Format.218 

Apply an AutoFormat to a Range.220 

Apply a Conditional Format to a Range ....222 

Change the Column Width.224 

Change the Row Height.226 

Hide a Row or Column.228 

Freeze Rows or Columns.230 

Merge Two or More Cells.232 

Wrap Text within a Cell.234 

Add Borders and Shading to a Range.236 













You can make your worksheet easier to read 
by applying a number format to your data. 
For example, if your worksheet includes 
monetary data, you can apply the Currency 
format to display the data with dollar signs 
and two decimal places. 

Excel offers ten number formats, most of which apply to 
numeric data. However, you can also apply the Date format to 
date data, the Time format to time data, and the Text format 
to text data. 



Apply a Number Format 


O Select the range you want to 
format. 

Note: For information on how to select a range, 
see Chapter 11. 
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0 Display the Formatting Palette. 

Note: To learn how to display the Formatting 
Palette, see Chapter 3. 

© Click the Number panel. 

















































O Click the Format [•" and then 
click the number format you want 
to use. 


• Excel applies the number format 
to the selected range. 

• To increase the number of 
decimal places, click the Increase 
Decimal button (f^S). 


• To decrease the number of 
decimal places, click the 

Decrease Decimal button (GS). 



Formatting Excel Data 
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Can I get more control over the number formats? 

Yes. Follow these steps: 

Q Select the range you want to format. 

0 Click Format. 

© Click Cells to open the Format Cells dialog. 

0 Click the Number tab. 

0 In the Category list, select the type of number format you 
want to apply. 

0 Customize the number format. 

0 Click OK. 
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Apply an AutoFormat 
to a Range i 


You can save time when formatting your Excel 
worksheets by using the AutoFormat feature. This 
feature offers a number of predefined formatting 
options that you can apply to a range all at once. The 
formatting options include the number format, font, 
cell alignment, borders, patterns, row height, and 
column width. 

The AutoFormats are designed for data in a tabular format, particularly 
where you have headings in the top row and left column, numeric data in the 
rest of the cells, and a bottom row that shows the totals for each column. 


Apply an AutoFormat to a Range 



Q Select the range you want to 
format. 


Q Click Format. 

€> Click AutoFormat. 
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Formatting Excel Data 



The AutoFormat dialog appears. 

© In the Table format list, click the 
AutoFormat you want to use. 

• The Sample area shows you what 
the AutoFormat looks like 

0 Click OK. 



• Excel applies the AutoFormat to 
the selected range. 





Is there a way to apply an AutoFormat 
without using some of its formatting? 

Yes. Excel enables you to control all six formats 
that are part of each AutoFormat: Number, Font, 
Alignment, Border, Patterns, and Width/Height. 
Follow Steps 1 to 4 to 
choose the AutoFormat you 
want to apply. Click 
Options to expand the 
dialog and display the 
Formats to apply group. 

Deselect the option for 
each format you do not 
want to apply (51 changes 
to _), and then click OK. 


AutoFormat 

1 4 Number 
1 4 Font 
Alignment 
1 4 Border 
Patterns 
1 4 Width/Height 


How do I remove an AutoFormat? 

If you do not like or no longer need the 
AutoFormat you applied to the 
cells, you can revert to a 
plain, unformatted state. 

Select the range and then 
follow Steps 2 and 3 to 
display the AutoFormat 
dialog. In the Table 
format list, click None, 
and then click OK. Excel 
removes the AutoFormat 
from the selected range. 




































Apply a Conditional / 
Format to a Range i 


You can make a worksheet easier to analyze by 
applying a conditional format to a range. A 
conditional format is formatting that Excel applies 
only to cells that meet the condition you specify. 
For example, you can tell Excel to only apply the 
formatting if a cell’s value is greater than some 
specified amount. 

When you set up your conditional format, you can specify the font, 
border, and background pattern, which helps to ensure that the cells 
that meet your criteria stand out from the other cells in the range. 


Apply a Conditional Format to a Range 



O Select the range you want to work 
with. 

0 Click Format. 
e Click Conditional Formatting. 


The Conditional Formatting dialog 
appears. 

0 Click this QI and then click the 
operator you want to use for your 
condition. 

0 Type the value you want to use 
for your condition. 

• You can also click here and then 
click in a worksheet cell. 

Depending on the operator, you 
may need to specify two values. 

0 Click Format. 
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Formatting Excel Data 



The Format Cells dialog appears. 

Q Click the Font tab and then click 
the font you want to apply to cells 
that meet the condition. 

o Click the Border tab to set the 
border format. 

Q Click the Patterns tab to set the 
background color or pattern. 

0 Click OK. 


• A preview of the formatting 
appears here. 

O Click OK. 



• Excel applies the formatting to 
cells that meet your condition. 
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Can I set up more than one 
condition for a single range? 

Yes. Excel enables you to specify up 
to three conditional formats. For 
example, you could set up one 
condition for cells that are greater 
than some value, and a separate 
condition for cells that are less than some 
other value. You can apply unique formats to each 
condition. After you set up the initial condition, 
click Add to add a second condition. Follow Steps 
4 to 10 to configure the new condition. 




How do I remove a conditional 
format from a range? 

If you no longer require a 
conditional format, you can delete it. 

Follow Steps 1 to 3 to select the 
range and display the Conditional 
Formatting dialog, and then click Delete. Excel 
displays the Delete Conditional Format dialog. 
Select the check box beside each conditional 
format you want to remove (!_ changes to 5Z), 
and then click OK. 































[ Change the 
Column Width i 


If you have a large number or a long line of 
text in a cell, Excel may display only part of 
the cell value. To avoid this, you can 
increase the width of the column. Similarly, 
if a column only contains a few characters in 
each cell, you can decrease the width to fit 
more columns on the screen. 


Change the Column Width 



'n 


Q Click in any cell in the column you 
want to resize. 


0 Click Format. 
0 Click Column, 
o Click Width. 
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Formatting Excel Data 



The Column Width dialog 
appears. 

0 In the Column width text box, type 
the width you want to use. 



0 Click OK. 

• Excel adjusts the column width. 

• You can also move ^ over the 
right edge of the column heading 
(•i changes to HK) and then click 
and drag the edge to set the 
width. 
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Is there an easier way to 
adjust the column 
width to fit the 
contents of a column? 

Yes. You can use Excel's 
AutoFit feature, which 
automatically adjusts the 
column width to fit the 
widest item in a column. 

Click the widest item in the 
column, click Format, click 
Column, and then click AutoFit Selection. 
Alternatively, move ^ over the right edge of the 
column heading changes to HK) and then 
double-click. 



Is there a way to change all the column 
widths at once? 

Yes. Click | (or press 0 + 0) to select the 
entire worksheet, then follow the steps in this 
section to set the width you prefer. If you have 
already adjusted some column widths and you 
want to change all the other widths, click Format, 
click Column, and then click Standard Width to 
open the Standard 
Width dialog. Type 
the new standard 
column width, 
and then click OK. 
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I Change the i 
I Row Height J 


You can make your worksheet more visually 
appealing by increasing the row heights to create 
more space. This is particularly useful in worksheets 
that are crowded with text. 

If you want to change the row height to display multiline text within a 
cell, you must also turn on text wrapping within the cell. See the 
section "Wrap Text within a Cell" later in this chapter. 


Change the Row Height 



Q Select a range that includes at 
least one cell in every row you 
want to resize. 
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Q Click Format. 
€> Click Row. 
Q Click Height. 
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The Row Height dialog appears. 

0 In the Row height text box, type 
the height you want to use. 

o Click OK. 

• Excel adjusts the row heights. 

• You can also move ^ over the 
bottom edge of a row heading 

changes to =r) and then click 
and drag the edge to set the 
height. 
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Is there an easier way to adjust the row 
height to fit the contents of a row? 

Yes. You can use Excel's AutoFit 
feature, which automatically 
adjusts the row height to fit 
the tallest item in a row. 

Click in any cell in the row, 
click Format, click Row, 
and then click AutoFit. 

Alternatively, move ^ over 
the bottom edge of the 

row heading changes 
to =r) and then double-click. 



Is there a way to change all the row heights 
at once? 

Yes. Click | (or press @3 + 0) to select the 
entire worksheet. You can then either follow the 
steps in this section to set the height by hand, or 

you can move ^ over 
the bottom edge of 
any row heading 

changes to =r) 
and then click and 
drag the edge to set 
the height of all the 
rows. 





























Hide a Row 
or Column 


If you do not need to see or work with a row or 
column temporarily, you can make your 
worksheet easier to read and to navigate by 
hiding the row or column. 

Hiding a row or column is also useful if you are showing someone a 
worksheet that contains private or sensitive data that you do not 
want the person to see. 


Hide a Row or Column 



Aaron Bellmont 


John Chatham 


Paula Differen 


Matt Principal 


Cathy Rudman 


Chris Vincent 


Henry Wilier 


Jeremy Wright 


HIDE A ROW 

O Click in any cell in the row you 
want to hide. 

0 Click Format. 

0 Click Row. 

O Click Hide. 



”3 tflt .1 fill Iflfl Wit*" ("int 

3 I. EJ I'Hli 



SJSLtSB AuiBr*ifl!ii 

' 1 ClfrvdtUtftul furniiUiny 


■ jrlKw ti.am T+ooc 

CHirkrvn ll 

Ehi-Kitnin urn j:jw 

MWO 

n.m jilaw n.-wjg 
ie.w w,sw 

»,?» 

fE.HO 

M.3K 

H 

J1..TO4 f* 
k 

MiisTom .'itPln 4 t im 


“B s soi hjm iu,e^ 


». 

EiriircdiU #,LU i,w un 

4,HH 

i.l-fif. I.IBrt I.i-no 

UipfUlil. Z JVJ 1 IUU 3 4UD 

uiun Ik Aid in.m i ■■ mhj 

Minpinr i i jsy UlMii 

WiT™ K» H» 

14.1 Jt 

i.MU 

lUW 

C.IIC U» (,S7J 
1 , 1 * 51 ? t.wg f,IW 

u» j.Ert n«> 

l.mi a_«n i *m 

Lh.bfU l.'.UtlJ 

js.uo> lOsa 

™ Ml 

3'7,714 

1 l,*» 

Ml.ltUl 

, , A 

tjje c. 

V 

J.tnn i 

] IUU 1,^ 

■ r.tMJ 17, 

El.Uatt 1+, 
Jjfit 

nitK^Tfrl±L ^ nh.- 1 LhM 

■km 

*ma if.TM 


ru 

r ?p* iLlJo 


W,*H MW 

JtSMl 

73.'34 ll. 


□ | 




-I—I _ p**.j*p IW _ d— ■ yr-T-r 


• Excel removes the row from the 
worksheet display. 

• Excel displays the surrounding 
row numbers in blue to indicate 
that a hidden row lies between 
them. 

Another way to hide a row is to 
move ^ over the bottom edge of 
the row heading (k changes to =H 
and then click and drag the edge 
up until the height displays 0. 
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HIDE A COLUMN 


Formatting Excel Data 



O Click in any cell in the column you 
want to hide. 

0 Click Format. 

0 Click Column. 

o Click Hide. 
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• Excel removes the column from 
the worksheet display. 

• Excel displays the surrounding 
column letters in blue to indicate 
that a hidden column lies between 
them. 


Another way to hide a column is 
to move ^ over the right edge of 
the column heading (k changes 
to HK) and then click and drag the 
edge left until the width displays 0. 


How do I display a hidden row or column? 

To display a hidden row, select the row above and the row below the hidden row, 
click Format, click Row, and then click Unhide. Alternatively, move K between 
the headings of the selected rows changes to =j=) and then double-click. To 
unhide row 1, right-click the top edge of the row 2 header and then click Unhide. 

To display a hidden column, select the column to the left and the column to the 
right of the hidden row, click Format, click Column, and then click Unhide. 

Alternatively, move K between the headings of the selected rows (A changes to Hh') 
and then double-click. To unhide column A, right-click the left edge of the column B 
header and then click Unhide. 
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Freeze Rows 
or Columns 


You can keep your column labels in view as 
you scroll the worksheet by freezing the row 
or rows that contain the labels. This makes it 
easier to review and add data to the worksheet 
because you can always see the column labels. 

If your worksheet also includes row labels, you can keep those 
labels in view as you horizontally scroll the worksheet by 
freezing the column or columns that contain the labels. 


Freeze Rows or Columns 



FREEZE ROWS 

O Scroll the worksheet so that the 
row or rows that you want to 
freeze are visible. 

e Position K over the horizontal 
split bar (I - ). 

K changes to =§=. 

e Click and drag and drop it 
below the row you want to freeze. 
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• Excel splits the worksheet into two 
horizontal panes. 

© Click Window. 

o Click Freeze Panes. 

Excel freezes the panes. 
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FREEZE COLUMNS 

O Scroll the worksheet so that the 
column or columns that you want 
to freeze are visible. 

e Position ^ over the vertical split 
bar (D- 

K changes to HK 

e Click and drag \Z and drop it on 
the right edge of the column you 
want to freeze. 


• Excel splits the worksheet into 
vertical two panes. 

O Click Window. 

0 Click Freeze Panes. 

Excel freezes the panes. 
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Can I adjust the position 
of a frozen row or 
column? 

Yes. Begin by unfreezing 
the panes: click Window 
and then click Unfreeze 
Panes. Excel unfreezes the 
panes and displays the split 
bar. Click and drag the split bar 
to the new location. Click Window and then click 
Freeze Panes. 



How do I unfreeze a row 
or column? 

If you no longer require a 
row or column to be frozen, 
you can unfreeze it by 
clicking Window and then 
clicking Unfreeze Panes. If 
you no longer want your 
worksheet split into two panes, 
click Window and then click Remove Split. 

















































































Merge Two or , 
More Cells i 


You can create a single large cell by 
merging two or more cells. For example, 
it is common to merge some of the top 
row of cells to use as a worksheet title. 

Another common reason for merging cells is to create a 
label that applies to multiple columns of data. 


Merge Two or More Cells 



O Select the cells that you want to 
merge. 


0 Display the Formatting Palette. 

Note: See Chapter 3 to learn how to display and 
hide the Formatting Palette. 

© Click the Alignment and 
Spacing panel. 
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1 chanter^ 

L 2 

i ' y 


© Select the Merge cells option 
(L changes to 3). 

• Excel merges the selected cells. 


0 Type your text in the merged cell. 
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How do I center text across multiple columns? 

This is a useful technique for your worksheet titles or headings. You can 
center a title across the entire worksheet, or you can center a heading 
across the columns that it refers to. Follow Steps 1 to 5 to create the 
merged cell and type your title or heading. In the Formatting Palette's 
Alignment and Spacing panel, click | to center the text within the 
merged cell. 

































Wrap Text 
within a Cell 


If you type more text in a cell than can fit 
horizontally, Excel either displays the text over 
the next cell if it is empty or displays only part 
of the text if the next cell contains data. To 
prevent Excel from showing only truncated cell 
data, you can format the cell to wrap text 
within the cell. 


Wrap Text within a Cell 



O Select the cell that you want to 
format. 
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0 Display the Formatting Palette. 

Note: See Chapter 3 to learn how to display and 
hide the Formatting Palette. 

0 Click the Alignment and 
Spacing panel. 
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Formatting Excel Data 



© Select the Wrap text option 
(E changes to 3). 

Excel turns on text wrapping for 
the selected cell. 


0 Type your text in the cell. 

• If you type more text than can fit 
horizontally, Excel wraps the text 
onto multiple lines and increases 
the row height to compensate. 
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My text is only slightly bigger than the cell. Is there a way to view the 
entire text without turning on text wrapping? 

Yes. There are several things you can try. For example, you can widen the column 
until you see all your text; see the section "Change the Column Width" earlier in this 
chapter. Alternatively, you can try reducing the cell font size. You can choose a 
smaller value in the Size list of the Formatting Palette's Font panel, but an easier way 

to do this is to select the Shrink text to fit (_ changes to 5) option in the 
Alignment and Spacing panel. 
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Add Borders and 
Shading to a Range 


You can make a range stand out from the rest 
of your worksheet data by adding a border 
around the range. You can also use borders to 
make a range easier to read. For example, if 
your range has totals on the bottom row, you 
can add a double border above the totals. 

To make a range stand out even more and to add visual appeal 
to your worksheet, you can add shading to the range. Shading 
applies a color or pattern to the background of the range. 


Add Borders and Shading to a Range 



Q Select the range that you want to 
format. 

Q Display the Formatting Palette. 

Note: See Chapter 3 to learn how to display and 
hide the Formatting Palette. 

© Click the Borders and Shading 

panel. 

O Click the Type F and then click 
the type of border you want to 
use. 
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• Excel applies the border to the 
range. 

0 Click the Style F and then click a 
border style. 

© Click the Color F and then click a 
border color. 

© In the Shading section, click the 
Color F and then click a 
background color. 

• If you want a pattern instead of a 
solid color, click Pattern and then 
click the pattern you want to use. 

• Excel applies the color or pattern 
to the range background. 
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How do I get my borders to stand out from 
the worksheet gridlines? 

One way to make your borders stand out is to click 
the Style p~ and then click a thicker border style. 

You can also click the Color and then click a 
color that is not a shade of gray. 

However, perhaps the most 
effective method is to turn off 
the worksheet gridlines. Click 
Excel, click Preferences, and 
then click View. In the View 
preferences, deselect the 
Show gridlines check box 

(5Z changes to L), and then 
click OK. 



None of the border types is quite right for 
my worksheet. Can I create a custom 
border? 

Yes. You can draw the border by hand. In the 
Borders and Shading panel, click Draw by hand to 
display the Border Drawing toolbar. Use the 
toolbar's Border Style and 
Border Color lists to 
configure your border. Click 
a cell edge to add a border 
to that edge; click and drag 
a range to add a border 
around that range. 






































Manipulating Formulas 
and Functions 



Although you can use Excel 
just to store data, you utilize 
the true power of the 
program when you add 
formulas and functions to 
your worksheets. Formulas 
and functions enable you to 
make fast and powerful 
calculations based on your 
worksheet data. 
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Understanding 
Excel Formulas 


To get the most out of Excel, you need to understand formulas so that you can perform 
calculations on your worksheet data. You need to know the components of a formula, you 
need to understand arithmetic and comparison formulas, and you need to understand the 
importance of precedence when building a formula. 


FORMULAS 

A formula is a set of symbols and 
values that perform some kind of 
calculation and produce a result. 

All Excel formulas have the same 
general structure: an equal sign (=) 
followed by one or more operands 
and operators. The equal sign tells 
Excel to interpret everything that 
follows in the cell as a formula. For 
example, if you type =5+8 into a 
cell, Excel interprets the 5+8 text as 
a formula, and displays the result 
in the cell (13). 



OPERANDS 

Every Excel formula includes one or 
more operands, which are the data 
that Excel uses in the calculation. 
The simplest type of operand is a 
constant value, which is usually a 
number. However, most Excel 
formulas include references to 
worksheet data, which can be a 
cell address (such as Bl), a range 
address (such as Bl: B5), or a 
range name. Finally, you can also 
use any of Excel's built-in functions 
as an operand. 



OPERATORS 

In an Excel formula that contains 
two or more operands, each 
operand is separated by an 
operator, which is a symbol that 
combines the operands in some 
way, usually mathematically. 
Example operators include the plus 
sign (+) and the multiplication sign 
(*). For example, the formula 
=B1 +B2 adds the values in cells Bl 
and B2. 



ARITHMETIC FORMULAS 

An arithmetic formula combines numeric operands — numeric constants, functions that return numeric results, 
and fields or items that contain numeric values — with mathematical operators to perform a calculation. 
Because Excel worksheets primarily deal with numeric data, arithmetic formulas are by far the most common 
formulas used in worksheet calculations. 

The following table lists the seven arithmetic operators that you can use to construct arithmetic formulas: 


Operator 

Name 

Example 

Result 

+ 

Addition 

= 10 + 5 

15 

- 

Subtraction 

= 10 - 5 

5 

- 

Negation 

=-10 

-10 

* 

Multiplication 

=10*5 

50 

/ 

Division 

=10/5 

2 

% 

Percentage 

= 10% 

0.1 

A 

Exponentiation 

= 10 A 5 

100000 
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COMPARISON FORMULAS 

A comparison formula combines numeric operands — numeric constants, functions that return numeric results, 
and fields or items that contain numeric values - with special operators to compare one operand with another. 
A comparison formula always returns a logical result. This means that if the comparison is true, then the 
formula returns the value 1, which is equivalent to the logical value TRUE; if the comparison is false, instead, 
then the formula returns the value 0, which is equivalent to the logical value FALSE. 

The following table lists the six operators that you can use to construct comparison formulas: 


Operator 

Name 

Example 

Result 

= 

Equal to 

=10 = 5 

0 

< 

Less than 

=10 <5 

0 

<= 

Less than or equal to 

=10 <= 5 

0 

> 

Greater than 

=10 > 5 

1 

>= 

Greater than or equal to 

=10 >= 5 

1 

<> 

Not equal to 

=10 0 5 

1 


OPERATOR PRECEDENCE 

Most of your formulas include multiple operands and operators. In many cases, the order in which Excel 
performs the calculations is crucial. For example, consider the formula =3 + 5 A 2. If you calculate from left to 
right, the answer you get is 64 (3 + 5 equals 8, and 8 A 2 equals 64). However, if you perform the 
exponentiation first and then the addition, the result is 28 (5 A 2 equals 25, and 3 + 25 equals 28). Therefore, 
a single formula can produce multiple answers, depending on the order in which you perform the calculations. 

To control this problem, Excel evaluates a formula according to a predefined order of precedence, which is 
determined by the formula operators, as shown in the following table: 


Operator 

Operation 

Precedence 

0 

Parentheses 

1st 

- 

Negation 

2nd 

% 

Percentage 

3rd 

A 

Exponentiation 

4th 

* and / 

Multiplication and division 

5th 

+ and - 

Addition and subtraction 

6th 

= <<=>>=<> 

Comparison 

7th 



























Build a 
Formula 




i 


You can add a formula to a worksheet cell using 
a technique similar to adding data to a cell. To 
ensure that Excel treats the text as a formula, be 
sure to begin with an equal sign (=) and then type 
your operands and operators. 

When you add a formula to a cell. Excel displays the formula result 
in the cell, not the formula itself. For example, if you add the 
formula =C3+C4 to a cell, that cell displays the sum of the values in 
cells C3 and C4. To see the formula, click the cell and examine the 
Formula bar. 


Build a Formula 



o Click in the cell in which you want 
to build the formula. 

0 Type = 

• Your typing also appears in the 
Formula bar. 

Note: You can also type the formula into the 
Formula bar. 


© Type or click an operand. For 
example, to reference a cell in 
your formula, click in the cell. 

• Excel inserts the address of the 
clicked cell into the formula. 
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© Type an operator. 

0 Repeat Steps 3 and 4 to add 
other operands and operators to 
your formula. 


o 


Press 


Return 


• Excel displays the formula result 
in the cell. 
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If Excel only displays the 
result of the formula, how 
do I make changes to 
the formula? 

Excel displays the formula 
result in the cell, but it still 
keeps tracks of the original 
formula. To display the formula 
again, you have two choices: click in the cell and 
then edit the formula using the Formula bar, or 
double-click in the cell to display the original 
formula in the cell and then edit the formula. In 



both cases, press 
the formula. 


Return 


when you finish editing 


I have a lot of formulas ii 
my worksheet. Is there 
an easy way to view all 
of my formulas? 

Yes. You can configure the 
worksheet to show the 
formulas instead of their 
results. Click Excel, click 
Preferences, and then click 
View to open the View preferences. Select the 

Show formulas option (_ changes to and 
then click OK. An even easier way to toggle 
between formulas and results is to press 

tsn +n 































Understanding 
Excel Functions 


To build powerful and useful formulas, you often need to include one or more Excel 
functions as operands. You need to understand the advantages of using functions, you need to 
know the basic structure of every function, and you need to review Excel’s function types. 


FUNCTIONS 

A function is a predefined formula 
that performs a specific task. For 
example, the SUM function 
calculates the total of a list of 
numbers, and the PMT (payment) 
function calculates a loan or 
mortgage payment. You can use 
functions on their own, preceded 
by =, or as part of a larger formula. 



FUNCTION ADVANTAGES 

Functions are designed to take you 
beyond the basic arithmetic and 
comparison formulas by offering 
two main advantages. First, 
functions make simple but 
cumbersome formulas easier to 
use. For example, calculating a loan 
payment requires a complex 
formula, but Excel's PMT function 
makes this easy. Second, functions 
enable you to include complex 
mathematical expressions in your 
worksheets that otherwise are 
difficult or impossible to construct 
using simple arithmetic operators. 



FUNCTION STRUCTURE 

Every worksheet function has the 
same basic structure: 
NAME(Argumentl, Argument2, ...). 
The NAME part identifies the 
function. In worksheet formulas 
and custom PivotTable formulas, 
the function name always appears 
in uppercase letters: PMT, SUM, 
AVERAGE, and so on. The items 
that appear within the parentheses 
are the functions' arguments. The 
arguments are the inputs that 
functions use to perform 
calculations. For example, the 
function SUM(A1,B2,B3) adds the 
values in cells Al, B2, and C3. 



MATHEMATICAL FUNCTIONS 

The following table lists some common mathematical functions. 


Function 

Description 

MOD (number, divisor) 

Returns the remainder of number after dividing by divisor 

PIO 

Returns the value Pi 

PRODUCT(numberl ,number2,...) 

Multiplies the specified numbers 

RANDO 

Returns a random number between 0 and 1 

RANDBETWEEN(numberl ,number2) 

Returns a random number between the two numbers 

ROUND(number,digits) 

Rounds number to a specified number of digits 

SQRT(n umber) 

Returns the positive square root of number 

SUM(numberl ,number2,...) 

Adds the arguments 
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STATISTICAL FUNCTIONS 

The following table lists some common statistical functions. 


Function 

Description 

AVERAGE(numberl ,number2,...) 

Returns the average of the arguments 

COUNT(numberl ,number2,...) 

Counts the numbers in the argument list 

MAX(numberl ,number2,...) 

Returns the maximum value of the arguments 

MEDIAN(numberl ,number2,...) 

Returns the median value of the arguments 

MIN(numberl ,number2,...) 

Returns the minimum value of the arguments 

MODE(numberl ,number2,...) 

Returns the most common value of the arguments 

STDEV(numberl ,number2,...) 

Returns the standard deviation based on a sample 

STDEVP(numberl ,number2,...) 

Returns the standard deviation based on an entire population 


FINANCIAL FUNCTIONS 

Most of Excel's financial functions use the following arguments. 


Argument 

Description 

rate 

The fixed rate of interest over the term of the loan or investment 

nper 

The number of payments or deposit periods over the term of the loan or investment 

pmt 

The periodic payment or deposit 

pv 

The present value of the loan (the principal) or the initial deposit in an investment 

fv 

The future value of the loan or investment 

type 

The type of payment or deposit: 0 (the default) for end-of-period payments or deposits; 1 
for beginning-of-period payments or deposits 


The following table lists some common financial functions. 


Function 

Description 

FV(rate,nper,pmt,pv,type) 

Returns the future value of an investment or loan 

IPMT(rate,per,nper,pv,fv,type) 

Returns the interest payment for a specified period of a loan 

NPER(rate,pmt,pv,fv,type) 

Returns the number of periods for an investment or loan 

PMT(rate,nper,pv,fv,type) 

Returns the periodic payment for a loan or investment 

PPMT(rate,per,nper,pv,fv,type) 

Returns the principal payment for a specified period of a loan 

PV(rate,nper,pmt,fv,type) 

Returns the present value of an investment 

RATE(nper,pmt,pv,fv,type,guess) 

Returns the periodic interest rate for a loan or investment 



































Build an 

AutoSum Formula 

___ n 


You can reduce the time it takes to build a 
worksheet as well as reduce the possibility of 
errors by using Excel’s AutoSum feature. This 
tool adds a SUM function formula to a cell and 
automatically adds the function arguments based 
on the structure of the worksheet data. 


Build an AutoSum Formula 



O Click in the cell where you want 
the sum to appear. 

Note: For AutoSum to work , the cell you select 
should be below or to the right of the range you 
want to sum. 
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0 Click the AutoSum button (["7). 

• If you want to use a function other 
than SUM, click the AutoSum F 
and then click the operation you 
want to use: Average, Count 
Numbers, Max, or Min. 
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Excel adds a SUM function 
formula to the cell. 

Excel guesses that the range 
above (or to the left) of the cell is 
the one you want to add. 

If Excel guessed wrong, select the 
correct range. 


0 Press 


• Excel displays the sum. 
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Is there a way to see the sum of 
a range without adding an 
AutoSum formula? 

Yes. You can use Excel's status 
bar to do this. When you select 
any range, Excel adds the 
range's numeric values and 
displays the result on the right side of 
the status bar - for example, Sum=257. If 
you want to see a different calculation, click the result 
in the status bar and then click the operation you want 
to use: Average, Count, Count Nums (count the 
numeric values in the range), Max, or Min. 



Is there a faster way 
to add an AutoSum 
formula? 

Yes. If you know the range 
you want to sum, and that 
range is either a vertical 
column with a blank cell 
below it or a horizontal row 
with a blank cell to its right, select 
the range and then click | . Excel populates 

the blank cell with an AutoSum formula that 
totals the selected range. 







































! Add a Function 
to a Formula J 


To get the benefit of an Excel function, you 
need to use it within a formula. You can use a 
function as the only operand in the formula, or 
you can include the function as part of a larger 
formula. 

To make it easy to choose the function you need and to add the 
appropriate arguments. Excel offers the Formula Builder palette. 


Add a Function to a Formula 



Q Click in the cell in which you want 
to build the formula. 

0 Type = 

0 Type any operands and operators 
you need before adding the 
function. 

O Click the Formula Builder 

button ([^). 



The Formula Builder appears. 

• Excel's functions are listed here by 
category. 

0 Locate the function you want to 
add and then double-click the 
function. 
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• The Formula Builder displays the 
function arguments. 

© Click inside an argument box. 

© Click the cell that contains the 
argument value. 

You can also type the argument 
value. 

© Repeat Steps 6 and 7 to fill as 
many arguments as you need. 

• The function result appears here. 

© Type any operands and operators 
you need to complete your 
formula. 


Return 


• Excel displays the formula result. 







Do I have to specify a 
value for every 
function 
argument? 

Not necessarily. 

Some function 
arguments are 
required to obtain a 
result, but some are 

optional. In the PMT function, for example, 
the rate, nper, and pv arguments are 
required, but the fv and type arguments are 
optional. When the Formula Builder displays 
a result for the function, then you know you 
have entered all of the required arguments. 




How do I calculate a monthly 
financial result if I only have 
yearly values? 

This is a common problem. For 
example, if your loan payment 
worksheet contains an annual 
interest rate and a loan term in 
years, how do you calculate the 
monthly payment using the PMT function? You need to 
convert the rate and term to monthly values. That is, 
you divide the annual interest rate by 12, and you 
multiply the term by 12. For example, if the annual rate 
is in cell B2, the term in years is in B3, and the loan 
amount is in B4, the function PMT(B2/12, B3*12, B4) 
calculates the monthly payment. 

































Add a Range 
Name to a Formula 


You can make your formulas easier to build, more 
accurate, and easier to read by using range names 
as operands. For example, the formula 
=SUM(B2:B10) is difficult to decipher on its 
own, but the formula =SUM(Expenses) is 
immediately obvious. 

See Chapter 11 to learn how to define names for ranges in Excel. 


Add a Range Name to a Formula 



o Click in the cell in which you want 
to build the formula, type =, and 
then type any operands and 
operators you need before adding 
the range name. 

0 Click Insert. 

e Click Name. 

0 Click Paste. 



The Paste Name dialog appears. 

0 In the Paste name list, click the 
range name you want to use. 

0 Click OK. 
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• Excel inserts the range name into 
the formula. 

Q Type any operands and operators 
you need to complete your 
formula. 


• If you need to insert other range 
names into your formula, repeat 
Steps 2 to 6 for each name. 


0 


Press 


Return 


Excel calculates the formula result. 






If I create a range name after 
I build my formula, is there 
an easy way to convert 
the range reference to 
the range name? 

Yes. Excel offers an Apply 
Names feature that replaces 
range references with their associated 
range names throughout a worksheet. Click Insert, 
click Name, and then click Apply to open the Apply 
Names dialog. In the Apply names list, click the 
range name you want to use, and then click OK. 
Excel replaces the associated range references with 
the range name in each formula in the current 
worksheet. 


Do I have to use the Past 
Names dialog to insert 
range names into my 
formulas? 

No. As you build your 
formula, you can type the 
range name by hand, if you 
know it. Alternatively, as you 
build your formula, click the cell or 
select the range that has the defined name, and 
Excel adds the name to your formula instead of 
the range address. If you want to work from a list 
of the defined range names, click an empty area of 
the worksheet, click Insert, click Name, click 
Paste, and then click Paste List. 









































Reference another Worksheet 
Range in a Formula i 


You can add flexibility to your formulas by adding 
references to ranges that reside in other worksheets. 
This enables you to take advantage of work you have 
done in other worksheets, so you do not have to waste 
time repeating your work on the current worksheet. 


Reference another Worksheet Range in a Formula 



Q Click in the cell in which you want 
to build the formula, type =, and 
then type any operands and 
operators you need before adding 
the range reference. 
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0 Press until the 

worksheet you want to use 
appears. 
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e Select the ra nge yo u want to use. 

O Press wn l +Bajj until you 
return to the original worksheet. 
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• A reference to the range on the 
other worksheet appears in your 
formula. 

© Type any operands and operators 
you need to complete your 
formula. 


0 Press 


Return 


Excel calculates the formula result. 




Can I reference a range 
in another worksheet 
by hand? 

Yes. Rather than selecting 
the other worksheet 
range with your mouse, 
you can type the range 
reference directly into your 
formula. Type the worksheet 
name, surrounded by single quotation marks (') 
if the name contains a space; type an 
exclamation mark (!); then type the cell or range 
address. Here is an example: 'Expenses 
2009'!B2:B10. 


Can I reference a range in 
another workbook in my 
formula? 

Yes. First make sure the 
workbook you want to reference 
is open. When you reach the 
point in your formula where you 
want to add the reference, click 
Window and then click the other workbook to switch 
to it. Click the worksheet that has the range you want 
to reference, and then select the range. Click Window 
and then click the original workbook to switch back to 
it. Excel adds the other workbook range reference to 
your formula. 






















































Move or Copy , 
a Formula i 


You can restructure or reorganize a worksheet by 
moving an existing formula to a different part of 
the worksheet. When you move a formula, Excel 
preserves the formula’s range references. 

Excel also enables you to make a copy of a formula, which is a useful 
technique if you require a duplicate of the formula elsewhere or if 
you require a formula that is similar to an existing formula. When you 
copy a formula. Excel adjusts the range references to the new location. 


Move or Copy a Formula 



MOVE A FORMULA 

o Select the cell that contains the 
formula you want to move. 

Q Position O over any outside 
border of the cell. 

O changes to O- 

e Click and drag the cell to the new 
location. 

• Excel displays an outline of the cell. 

• Excel displays the address of the 
new location. 

o Release the mouse button. 

• Excel moves the formula to the 
new location. 
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COPY A FORMULA 


Q Select the cell that contains the 
formula you want to copy. 


0 

0 


Press and hold 


Option 


Position O over any outside 
border of the cell. 


O changes to (+?. 

O Click and drag the cell to the 
location where you want the copy 
to appear. 

• Excel displays an outline of the cell. 

• Excel displays the address of the 
new location. 


0 

o 


Release the mouse button. 
Release 


Option 


Excel creates a copy of the 
formula in the new location. 


• Excel adjusts the range references. 

Note: You can make multiple copies by dragging 
the bottom-right corner of the cell. Excel fills the 
adjacent cells with copies of the formula. See the 
section "Switch to Absolute Cell References" for an 
example. 
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Why does Excel adjust the range references when I copy a formula? 

When you make a copy of a formula, Excel assumes that you want that copy to 
reference different ranges than in the original formula. In particular, Excel 
assumes that the ranges you want to use in the new formula are positioned 
relative to the ranges used in the original formula, and that the relative 
difference is equal to the number of rows and columns you dragged the cell to 
create the copy. 

For example, suppose your original formula references cell Al, and you make a 
copy of the formula in the cell one column to the right. In that case, Excel also adjusts 
the cell reference one column to the right, so it becomes B1 in the new formula. To learn how to control 
this behavior, see the section "Switch to Absolute Cell References." 




































Switch to Absolute 
Cell References 


You can make some formulas easier to copy by 
switching to absolute cell references. When you 
use a regular cell address — called a relative cell 
reference — such as A1 in a formula, Excel 
adjusts that reference when you copy the 
formula to another location. To prevent that 
reference from changing, you must change it to 
the absolute cell reference format: $A$1. 

See the tip on the following page to learn more about the 
difference between relative and absolute cell references. 


Switch Between Relative and Absolute Cell References 



o Double-click the cell that contains 
the formula you want to edit. 

0 Select the cell reference you want 
to change. 

0 Press ID+CD- 


• Excel switches the address to an 
absolute cell reference. 

0 Repeat Steps 2 and 3 to switch 
any other cell addresses that you 
require in the absolute reference 
format. 


0 Press 


Return 
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Excel adjusts the formula. 

© Copy the formula. 

Note: See the section "Move or Copy a Formula" 
to learn how to copy a formula. 
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chapter 


13 


• Excel preserves the absolute cell 
references in the copied formulas. 
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What is the difference between 
absolute cell references and 
relative cell references? 

When you use a cell reference in a 
formula, Excel treats that reference 
as being relative to the formula's cell. 

For example, if the formula is in B5 and it 
references cell Al, Excel effectively treats A1 as the 
cell four rows up and one column to the left. If 
you copy the formula to cell DIO, then the cell 
four rows up and one column to the left now 
refers to cell C6, so in the copied formula Excel 
changes Al to C6. If the original formula instead 
refers to $A$1, then the copied formula in cell DIO 
also refers to $A$1. 



How do I return a cell address 
back to a relative cell reference? 

The @+Q keyboard technique 
actually runs the address through JJ 

four different reference formats. Press 
£ 3 + 0 once to switch to the absolute 
cell reference format, such as $A$1. Press £3+0 
again to switch to a mixed reference format that 
uses a relative column and absolute row (A$l). 
Press £ 3+0 a third time to switch to a mixed 
reference format that uses an absolute column and 
relative row (SA1). Finally, press ©+d) a fourth 
time to return to the relative cell reference (Al). 

































Visualizing Data 
with Excel Charts 



You can take a worksheet 
full of numbers and display 
them as a chart. Visualizing 
your data in this way 
makes the data easier to 
understand and easier 
to analyze. To help you 
see your data exactly the 
way you want. Excel offers 
a wide variety of chart types, 
and a large number of chart 
options. 








































You can create a chart from your Excel 
worksheet data with just a few mouse clicks. 
Excel offers more than 70 chart types, so there 
should always be a type that best visualizes your 
data. 


Regardless of the chart type you choose originally, you can change 
to a different chart type at any time. See the section "Select a 
Different Chart Type." 


Create a 
Chart 


mi 


O Select the data that you want to 
visualize in a chart. 

• If your data includes headings, be 
sure to include those headings in 
the selection. 

0 Click Charts. 



The Charts gallery appears. 

e Click a chart type category. 

O Click | and | to review the 
chart types. 

• Move ^ over the chart type. 

• The name of the chart type 
appears here. 
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0 Click the chart type you want to 
use. 


• Excel inserts the chart. 

The tasks in the rest of this 
chapter show you how to 
configure, format, and move 
the chart. 
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Is there a way to create a chart on a separate sheet? 

Yes. You can use a special workbook sheet called a chart 
sheet If you have not yet created your chart, select the 
worksheet data, click Insert, click Sheet, and then click 
Chart Sheet. Excel creates a new chart sheet and inserts 
the chart. If you have already created your chart, you can 
move it to a separate chart sheet. See the tip in the section 
"Move or Resize a Chart." 

































Add Chart 
Titles 


You can make your chart easier to understand by 
adding chart titles. You can add an overall chart 
title, which appears at the top of the chart, and 
you can add titles to the horizontal and vertical 
axes. 





\ 


O Click the chart. 

0 Display the Formatting Palette. 

Note: See Chapter 3 to learn how to display and 
hide the Formatting Palette. 

0 Click the Chart Options panel. 

© Click the Titles R and then click 

Chart Title. 

0 Type the title. 

• Excel adds the title to the chart. 


© Click the Titles R and then click 

Vertical (Value) Axis. 

© Type the title. 

• Excel adds the title to the chart. 

© Click the Titles R and then click 

Horizontal (Category) Axis. 

© Type the title. 

• Excel adds the title to the chart. 
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[ Add Chart 
Labels i 
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You can make your chart easier to read by adding chart 
labels. In most cases, you add to each data marker a label 
that shows the value of that data point. Alternatively, you 
can add to each data marker a label that shows the 
category (horizontal axis value) associated with that data 
point. 


Add Chari Labels 



O Click the chart. 

0 Display the Formatting Palette. 

Note: See Chapter 3 to learn how to display and 
hide the Formatting Palette. 

0 Click the Chart Options panel. 

Q Click the Labels F and then 
click Value. 

If you prefer to see the 
horizontal axis value associated 
with each data point, click 

Category Name. 



• Excel adds the labels to the 
chart. 





















































Position the 
Chart Legend 


You can change the position of the chart legend, 
which identifies the colors associated with each 
data series in the chart. For example, you might 
find the legend easier to read if it appears to the 
left of the chart. Alternatively, if you want more 
horizontal room to display your chart, you can 
move the legend above or below the chart. 


Position the Chart Legend 



O Click the chart. 

0 Display the Formatting Palette. 

Note: See Chapter 3 to learn how to display and 
hide the Formatting Palette. 

0 Click the Chart Options panel. 

Q Click the Legend [T and then 
click the position you want to use. 



• Excel moves the legend. 


















































Display Chart 
Gridlines 
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You can make your chart easier to read and easier to 
analyze by adding gridlines. Horizontal gridlines extend 
from the vertical (value) axis, and are useful with area, 
bubble, and column charts. Vertical gridlines extend 
from the horizontal (category) axis and are useful with 
bar and line charts. 


Display Chart Gridlines 



O Click the chart. 

o Display the Formatting Palette. 

Note: See Chapter 3 to learn how to display and 
hide the Formatting Palette. 

Q Click the Chart Options panel. 

© To view horizontal gridlines, click 

the Horizontal Gridlines for 
Major Units button (| ). 

0 To view vertical gridlines, click the 

Vertical Gridlines for Major 
Units button (|Tfl). 


• Excel displays the gridlines. 

• For greater horizontal accuracy, 
you can click the Horizontal 
Gridlines for Minor Units 
button (f^5"). 

• For greater vertical accuracy, you 
can click the Vertical Gridlines 
for Minor Units button (I ). 
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Format Chart 
Objects 


You can customize the look of your chart by 
formatting the various chart objects. These objects 
include the axes, titles, labels, legend, gridlines, 
data series, plot area (the area where the chart data 
appears), and the chart area (the overall background 
of the chart). 

You can format chart objects using either the Format dialog or the 
Formatting Palette. 


Format Chart Objects 



FORMAT CHART OBJECTS USING 
THE FORMAT DIALOG 

O Click the chart object you want to 
format. 

e Click Format. 

e Click the name of the chart object. 


The Format dialog for the object 
you selected appears. 

O Click a panel. 

0 Click a tab. 

0 Change the formatting options. 

0 Repeat Steps 4 to 6 to set other 
formatting options. 

0 Click OK. 

Excel applies the formatting. 



























































FORMAT CHART OBJECTS USING 
THE FORMATTING PALETTE 
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O Display the Formatting Palette. 

Note: See Chapter 3 to learn how to display and 

hide the Formatting Palette. 

Q Click the chart object you want to 
format. 

• The number of Formatting Palette 
panels changes depending on the 
object you select. 



e Click a panel. 

O Change the formatting options. 

© Repeat Steps 2 to 4 to set other 
formatting options. 

Excel applies the formatting. 




Are there any 
formatting shortcuts I 
can use? 

Yes. Excel offers several 
methods you can use to 
quickly open the Format 
dialog. If you are using your 
mouse, position ^ over the 
object you want to format, and 
then double-click. From the keyboard, first click the 
chart object you want to format and then press 
EI+II- You can also right-click or wnil +rlirk the 
chart object and then click Format Object (where 
Object is the name of the object). 


How do I know where to 
click to select a chart 
object? 

The easiest way to be sure 
you are clicking the correct 
object is to position ^ 
over the object. If ^ is 
positioned correctly, a yellow 
banner appears and the banner text 
displays the name of the chart object. If the banner 
does not appear, or if the banner displays a chart 
object name other than the one you want to 

format, move ^ until the correct banner appears. 





















































You can quickly and easily change the look of your 
chart by applying one of Excel’s predefined chart 
styles. There are dozens of styles to choose from, and 
each style applies a variety of formatting options, 
including colors, fonts, and 3-D effects. 


Apply a Chari Style 



o Click the chart. 

0 Display the Formatting Palette. 

Note: See Chapter 3 to learn how to display and 
hide the Formatting Palette. 

0 Click the Chart Style panel. 

O Click | and to 

scroll through the available styles. 

0 Click the chart style you want to 
use. 
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• Excel applies the style to the chart. 

















































Select a Different 
Chart Type 
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Select a Different Chart Type 


O Click the chart. 

0 Click Charts. 

The Charts gallery appears. 

0 Click a chart type category. 

O Click I - and r to review the 
chart types. 

0 Click the chart type you want to 
use. 


• Excel applies the new type to the 
chart. 
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If you feel that the current chart type is not showing your 
data in the best way, you can change the chart type with 
just a few mouse clicks. For example, you might want to 
change a bar chart to a pie chart or a line chart to a stock 
chart. 



























































Move or Resize 
a Chart 


You can move a chart to another part of the 
worksheet. This is useful if the chart is blocking the 
worksheet data or if you want the chart to appear in a 
particular part of the worksheet. 

You can also resize a chart. For example, if you find that the chart is 
difficult to read, making the chart bigger often solves the problem. 

Similarly, if the chart takes too much room on the worksheet, you can make 
it smaller. 


Move or Resize a Chart 



MOVE A CHART 

o Click the chart. 

• Excel displays a border around the 
chart. 

Q Move ^ over the chart border. 

^ changes to ^. 

Note: Do not position the mouse pointer over a 

corner or over the middle of any side of the border. 

e Click and drag the chart border to 
the location you want. 

• Excel displays a gray outline of the 
new chart position. 



3 


o Release the mouse button. 
• Excel moves the chart. 



m a 


. 


i 

■a 


By DNHhrti 

'jutuJFf Mhivy Mwh ' 



tiijm 

j 


5]f TVj ll7.NO llS.Kfl 

1 

m 


fi**'* *B 





TI 

[ 














































Visualizing Data with Excel Charts 


chapter 


14 


RESIZE A CHART 

Q Click the chart. 

• Excel displays a border around the 
chart. 

• The border includes sizing handles 
on the corners and sides. 

0 Move K over a sizing handle. 

^ changes to «-i+. 

e Click and drag the handle. 

• Excel displays a gray outline of the 
new chart size. 


o Release the mouse button. 
• Excel resizes the chart. 
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Can I move a chart to a separate 
sheet? 

Yes. In the section "Create a Chart" 
you learned how to create a new 
chart in a separate sheet. If your chart 
already exists on a worksheet, you can 
move it to a new sheet. Click the chart, 
click Chart, and then click Move Chart to open the 
Move Chart dialog. Select the New sheet option ( 
changes to ©). In the New sheet text box, type a name 
for the new sheet, and then click OK. 


How do I delete a chart? 

This depends on whether 
your chart exists as an 
object in a worksheet or in 
its own sheet. If the chart is 
on a worksheet, click the 
chart and then press ll»SI - If 
the chart exists on a separate sheet, right- 
click or Bfl|-i-click the sheet tab and then 
click Delete. 
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Building a PowerPoint 
Presentation 



You use PowerPoint to create 
presentations that you 
display as slide shows to an 
audience. Presentations are 
common in business for 
detailing budgets, products, 
and marketing campaigns, 
but you can also build 
presentations for teaching a 
subject, displaying vacation 
photos, and giving a lecture 
on just about any topic. You 
build a presentation by 
inserting slides and then 
adding slide data such as 
text, images, bulleted lists, 
numbered lists, and more. 
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Add Presentation 
Titles 


When you create a new, blank presentation, 
PowerPoint creates the new file with a title slide 
added automatically. To complete this slide, you 
add your presentation title and subtitle. 

A title slide includes two text placeholders: one for the title and 
the other for the subtitle. 


Add Presentation Titles 



Q Click inside the title text box. 
0 Type your presentation title. 
0 Click outside the title text box. 
PowerPoint sets the title text. 


0 Click inside the subtitle text box. 
0 Type your presentation subtitle. 
0 Click outside the subtitle text box. 
PowerPoint sets the subtitle text. 


































Insert i 
a Slide 1 
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Most presentations consist of multiple slides, so you need 
to know how to add slides to your presentation. 

Each slide should focus on a single overall topic, so always begin a new slide 
when you switch topics. 



Insert a Slide 


Q Click Insert. 

0 Click New Slide. 

• You can also click the New Slide 
button (El) in the toolbar. 

You can also press lami l +flil+IWl 


• PowerPoint inserts and displays 
the new slide. 


• PowerPoint adds the new slide to 
the Slides pane. 

Note: If the new slide does not have the layout 
you want, you can change it. See the section 
"Change the Slide Layout." 


To delete a slide you no longer 
need, click the slide in the Slides 
tab, click Edit, and then click 

Delete Slide. 



Q 
















































Add Text 
to a Slide 


Most slides consist of text, usually a slide title 
followed by two or more bullet points. When 
you insert a new slide into your presentation, you 
fill in the title and then usually add the bullet 
text. 

By default, a new slide contains two text placeholders: one for the 
slide title and the other for the main slide text. All slides also have a 
notes section that you can use for notes to yourself. 





Q Click inside the slide title 
placeholder. 

Q Type your slide title. 

© Click outside the title text box. 

PowerPoint sets the slide's 
title text. 


O Click inside the content 
placeholder. 

0 Type your bullet text and press 


Return] 


• PowerPoint adds the next bullet 
point. 




















































© Repeat Step 5 to add all the bullet 
text you want to display on the 
slide. 

When you finish typing your final 
bullet for the slide, do not press 


Return 
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O If you want to add notes to 
yourself for this slide, click inside 
the Notes section and type your 
note. 




How do I create sub-bullets? 

PowerPoint recognizes a bulleted list 
hierarchy that is controlled by 
manipulating the list levels, where the 
main bullets are at level 1, sub-bullets 
are at level 2, and so on. To increase a 
bullet's list level, position the cursor at the beginning of 
the bullet text and then press QJ. To decrease the list 



level, press EEEI+I33- Alternatively, open the 
Formatting Palette, click the Bullets and Numbering 


panel, and then click either Increase List Level (| ) or 

Decrease List Level (| ). 



Can I create a numbered 
list instead? 

Yes. Although most of the 
nontitle text in a PowerPoint 
presentation consists of 
bulleted lists, you may require 
a numbered list to detail a series of steps, 
for example. Open the Formatting Palette 
(see Chapter 3), click the Bullets and 
Numbering panel, and then click 


Numbering (p"). If you do not want a list 
at all, click Bullets (| ), instead. 
























Add a Table 
to a Slide I 


If you want a slide to display data that consists 
of a list of items, each with several details, such 
as a product list or employee roster, you can 
display that data in an organized fashion using 
a table. A PowerPoint table uses the same row- 
and-column format that you may be familiar 
with from Word tables (see Chapter 8) or Excel 
worksheets (see Chapter 10). 


Add a Table to a Slide 


r 



o l n the content placeholder, click 
the Insert Table icon (|~). 


The Insert Table dialog appears. 

0 In the Number of columns text 
box, type the number of columns 
you want in your table. 

e In the Number of rows text box, 
type the number of rows you 
want in your table. 

O Click OK. 
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• PowerPoint inserts the table. 

• PowerPoint displays the Table 
Styles gallery. 

© Click a table style category. 

G Click | and | to review the 
table styles. 

0 Click the table style you want to 



use. 
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• PowerPoint applies the table style. 

G Type your table heading in the 
cells in the top row. 

Q Type your table data in the cells in 
the subsequent rows. 

• To add a new row, move the 
cursor to the end of the text in the 
last cell in the last row, and then 
press I 
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How do I insert new rows and 
columns into my table? 

To insert a column at the end of the 
table, click the table, display the 
Formatting Palette (see Chapter 3), click 
the Table panel, and then increase the 
Columns value by 1. To insert data 
within the table, right-click or Kiiill +click the table, click 
Insert, and then click one of the commands. For example, 
to insert a row above an existing row, right-click the existing 
row, click Insert, and then click Insert Rows Above. 




How do I delete a row 
or column? 

To delete the last row or 
column, click the table, 
display the Formatting 
Palette (see Chapter 3), click 
the Table panel, and then decrease the 
Rows or Columns value by 1. To delete any 
other row or column, right-click or i^ni +rlirk 
the row or column, click Delete, and then 
click either Delete Rows or Delete Columns. 













































Add a Chart 
to a Slide 


Rather than displaying a slide full of numeric data, 
you can take those numbers and display them as a 
chart. Visualizing your data in this way makes the 
data easier to understand and easier to analyze. 

PowerPoint uses Excel to create the chart, so you must have Excel 
installed on your Mac to use this feature. 


Add a Chart to a Slide 



o l n the content placeholder, click 

the Insert Chart icon (~). 


• PowerPoint displays the Charts 
gallery. 

0 Click a chart type category. 

0 Click | and | to review the 
chart types. 

O Click the chart type you want 
to use. 
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Excel launches and an Excel 
worksheet window appears. 

• Excel displays some sample data. 

© Replace the existing data with the 
data you want to use as the basis 
for your PowerPoint chart. 

o Click Excel. 

Q Click Quit Excel. 

You can also press 0 + 0. 



• PowerPoint displays the updated 
chart. 

Note: To configure and format the chart ; click the 
chart ; display the Formatting Palette (see Chapter 
3), and use the panels to modify the chart style, 
chart options, and so on. See Chapter 14 to learn 
about modifying charts. 
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How do I make changes to the 
chart's underlying data? 

PowerPoint gives you a couple of 
ways to do this. One method is to 
right-click or ten I +<-1 irk any data 
series in the chart, and then click Edit Data. 
Alternatively, click the chart, display the Formatting 
Palette (see Chapter 3), click the Chart Data 
panel, and then click Edit in Excel. Either way, 
Excel opens and displays the data. Follow Steps 5 
to 7 to edit the data and quit Excel. 



Can I use an existing Excel chart 
instead of creating a new chart 
from scratch? 

Yes. Open Excel, open the 
workbook that contains the chart, 
click the chart, click Edit, and then 
click Copy. Return to PowerPoint, click Edit, and 
then click Paste Special to display the Paste 
Special dialog. Click Microsoft Excel Chart Object, 
and then click OK. Double-click the chart. If 
PowerPoint asks to convert the chart, click Convert. 
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Add Data to 
the Slide Footer i 


In a large presentation, you can easily lose track of 
what slide number you are working with or viewing. 
Similarly, if you work with many presentations, you 
can easily get confused as to which presentation you 
are currently working on. To help overcome these and 
other organizational handicaps, you can add data to 
the slide footer. 

You can add three types of data to the slide footer: the date and time, 
the slide number, and a custom text message. 


i Add Data to the Slide Footer 



o Click View. 

0 Click Header and Footer. 

The Header and Footer dialog 
appears. 


0 Click the Slide tab. 

Q Select the Date and time option 
(L changes to 5!). 

• If you want PowerPoint to update 
the date and time each time you 
open the file, select Update 
automatically (O changes 
to ©) and then click the [T to 
set the format. 


• If you want the same date to 
always appear, select Fixed 
(O changes to ©) and then 
type the date in the text box. 
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0 Select the Slide number option 
(E changes to 3). 

0 In the Starts at text box, specify 
the first slide number. 

0 Select the Footer option 
(E changes to 3). 

© Click here and type the text you 
want to appear. 

Q Click Apply to All. 

• If you only want the footer to 
appear on the current slide, click 

Apply. 


• PowerPoint adds the footer. 
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Can I change the footer data location? 

Yes. Follow these steps: 

Q Click View. 

0 Click Master. 

0 Click Slide Master. 

0 Click the slide master. 

0 Click and drag the footer text boxes to reposition them. 
0 Click Close Master. 



























Move a 
Slide Object / 


You can move a slide object to another part of the slide. 
This is useful if the object is blocking other data on the 
slide or if you want the object to appear in a particular 
part of the slide. 


Move a Slide Object 



o Click the object. 

• Excel displays a border around 
the object. 

Q Move K over the object. 

^ changes to ^. 

Note: Do not position the mouse pointer over a 

corner or over the middle of any side of the 

border. 

e Click and drag the object to the 
location you want. 

• Excel displays a dimmed version 
of the object as you drag. 

o Release the mouse button. 

• Excel moves the object. 












































Resize a 
Slide Object 


Building a PowerPoint Presentation 


You can resize a slide object. For example, if you find that 
the object is difficult to see or read, making the object 
bigger often solves the problem. Similarly, if the object 
takes too much room on the slide, you can make it smaller. 


Resize a Slide Object 


Q Click the object. 


To keep the object's original 
proportions, hold down @ while 
you drag. 

o Release the mouse button. 

• Excel resizes the object. 
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• The border includes sizing handles 
on the corners and sides. 
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0 Move ^ over a sizing handle. 

i 
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^ changes to . 
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0 Click and drag the handle. 
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• Excel displays a dimmed version 
of the new object size. 
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Select 

Slides 


Before you can perform certain slide tasks such as 
rearranging the slides within your presentation and 
changing the layout or theme of one or more slides, 
you must first select the slides you want to work with. 


You can select slides either in Normal view or in Slide Sorter view. 



SELECT SLIDES IN NORMAL VIEW 

Q Click the Normal view 

icon (p). 

0 Click a slide in the Slides pane. 

• PowerPoint highlights the slide. 


e Hold down 

O Click each of the other slides you 
want to select. 

0 Release O. 
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SELECT SLIDES IN SLIDE SORTER 
VIEW 

O Click the Slide Sorter view 

icon (pi). 

0 Click a slide. 

• PowerPoint highlights the slide. 
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e Hold down 13. 

o Click each of the other slides you 
want to select. 

0 Release HI. 


Is there a quick way to select every slide in the presentation? 

Yes. PowerPoint offers several ways to do this: 

• Click any slide either in the Normal view's Slides pane or in the Slide Sorter 
view, click Edit, and then click Select All. 

• Click any slide either in the Normal view's Slides pane or in the Slide Sorter 
view, and then press 0+Q. 

• Click the first slide either in the Normal view's Slides pane or in the Slide Sorter 


view, hold down IfliTHl and then click the last slide. 























































































Rearrange 
Slides i 


You can rearrange the slides within the 
presentation if your slides are not in the order 
that you prefer. For example, you can reorganize 
your presentation to position more important 
information closer to the beginning. 

You can rearrange slides either in Normal view or in Slide 
Sorter view. 





REARRANGE SLIDES IN NORMAL 
VIEW 

O Click the Normal view 

icon (|@). 

Q Click the slide you want to move. 

© Drag the slide up or down within 
the Slides pane. 

• A line shows the new position of 
the slide. 


O Release the mouse button. 

• PowerPoint moves the slide to the 
new position. 
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REARRANGE SLIDES IN SLIDE 
SORTER VIEW 

O Click the Slide Sorter view 

icon (pi). 

0 Click the slide you want to move. 

e Drag the slide to the new position. 

• A line shows the new position of 
the slide. 


Q Release the mouse button. 

• PowerPoint moves the slide to the 
new position. 





Can I save time by rearranging 
multiple slides at once? 

Yes. You can rearrange as many 
slides as you want. First, select the 
slides you want to move (see the 
section "Select Slides" earlier in this 
chapter). Then click and drag any one of the 
selected slides, and drop them in the new 
position. PowerPoint maintains the same order for 
the selected slides in the new position. For 
example, if you move slides 5 and 7 to the second 
position, those slides become numbers 2 and 3. 



Is there a way to skip a slide in 
my presentation without 
deleting the slide? 

Yes. PowerPoint enables you to 
hide the slide. This means that the 
slide still appears in your presentation 
file, so you can still add data to and format the 
slide. However, when you present your slide show, 
that slide does not appear. Click the slide you 
want to hide (you can do this in either Normal 
view or Slide Sorter view), click Slide Show, and 
then click Hide Slide. 




























































































Change the 
Slide Layout/ 


You can customize the slide content by changing 
the layout. Each PowerPoint slide contains one 
or more placeholders , and you fill in each 
placeholder with text or content such as a table, 
chart, or picture. Each slide uses some 
combination of title, text, and content 
placeholders, and the arrangement of these 
placeholders on a slide is called the slide 
layout. 


Change the Slide Layout 



Q Click the slide you want to work 
with. 

0 Click Slide Layouts. 


The Slide Layouts gallery appears. 

e Click | and r to review the 
slide layouts. 

• Move ^ over the slide layout. 

• The name of the slide layout 
appears here. 
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Here are the most common layouts you will use: 

• Title Slide. Two text boxes: one for the overall 
presentation title and one for the subtitle 

• Title and Content. A title placeholder and a 
content placeholder 

• Two Content. A title placeholder and two content 
placeholders placed side by side 

• Comparison. A title placeholder, two content 
placeholders placed side by side, and two text 
placeholders above each content placeholder 


Title Only. A title placeholder only 
Blank. No placeholders 

Content with Caption. A content placeholder 
with two text placeholders to the left of it: one 
for the content title and another for the content 
description 

Picture with Caption. A picture placeholder with 
two text placeholders beneath it: one for the 
picture title and another for the picture 
description 


























Formatting 
PowerPoint Slides 



You can make your 
PowerPoint presentation 
more visually appealing and 
more interesting by applying 
formatting to the slides. You 
can apply text effects, 
modify the spacing, change 
the background, apply 
themes, and even create 
custom formats. 






















Apply a Quick Style. 

Set Line and Paragraph Spacing 

Change the Bullet Style. 

Change the Slide Background 

Apply a Slide Theme. 

Create a Custom Theme. 

Replace a Font. 

Create a Custom Format Using 
the Slide Master. 











Quick Style 


You can enhance a slide’s visual appeal with just a 
few mouse clicks by applying a Quick Style. Each 
Quick Style is a predefined collection of formatting 
that applies shadows, reflections, borders, 
backgrounds, and 3 -D effects. 




Q Select the text that you want to 
format. 

Click a text box to format all of its 
text, or click and drag K over the 
text. 


0 Display the Formatting Palette. 

Note: See Chapter 3 to learn how to display and 
hide the Formatting Palette. 

0 Click the Quick Styles and 
Effects panel. 
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O Click the Quick Styles 

button (f^). 

0 Click | and to 

scroll through the available Quick 
Styles. 

© Click the Quick Style you want to 
apply. 
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# PowerPoint applies the Quick Style 
to the text. 
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Can I apply the Quick Style effects individually? 

Yes. Use the following buttons: 

Click this button and then click a shadow effect. 

• f Click this button and then click a glow effect. 

• \~ Click this button and then click a reflection effect. 

• \~ Click this button and then click a 3-D effect. 

• \~ Click this button and then click a text transform effect. 














































Set Line and 
Paragraph Spacing 


You can improve the look of your PowerPoint 
slides by adjusting the line and paragraph spacing. 
For example, you can produce more white space 
by increasing the spacing, which makes the slide 
easier to read, especially from a distance. 

The line spacing determines the amount of space between each line 
in a paragraph. For example, double spacing leaves twice as much 
space between the lines as the standard single spacing. Paragraph 
spacing determines the amount of space, measured in points, before 
and after a paragraph. 


Robot Review 


As mechanical workers, robots 
are ideal for jobs requiring 
repetitive, precise movements. 
Ninety percent of robots work i 
factories. Robots are also at w<| 
^aking drugs, textiles, 

'Sin j frf j 
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Set Line and Paragraph Spacing 


Q Select the text you want to format. 
0 Click Format, 
e Click Paragraph. 





" i U ilk’ i ft i« Ml» ii i mu ikxrkiiiMi] Iim-J wm itu lri»ni h:«■ 
limstfi MHir ipIIxt haVI m i> >i"w ■ « # h nr 
1 ■ Wdi l -mr uk bull Aon • -^un kti jtuu Ii 
* MmU *HK tilt I' ill pn. ■ ifl! llic 1 i. j IInui tU In IS 


The Format Text dialog appears. 

0 Click Paragraph. 

0 In the Before text box, type the 
number of points of space you 
want before each paragraph. 

© In the After text box, type the 
number of points of space you 
want after each paragraph. 
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0 Click the Line spacing [T and 
then click the line spacing you 
want. 

0 Click OK. 



• Word applies the spacing to the 
selected paragraphs. 




Step 2 : The First Throw 
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Is there an easier way to 
change the paragraph spacing? 

Yes. Select the text you want to 
format, display the Formatting 
Palette (see Chapter 3), and then 
click the Alignment and Spacing 

panel. Click Increase Paragraph Spacing (|T1) to 
increase the spacing after each paragraph by 6 
points. Click Decrease Paragraph Spacing (HI) 
to decrease the spacing after each paragraph by 6 
points. 



Can I adjust the spacing 
between characters? 

Yes. You can increase the spacing 
to open up the text, which often 
makes a document easier to read. 

Similarly, you can decrease the spacing 
as a special effect or to squeeze more text onto a 
line. Click Format, click Font (or press O+G)), 
and then click the Character Spacing tab. Type a 
percentage value in the Scale text box. Alternatively, 
click the Spacing click either Expanded or 
Condensed, and then type a value in the By text 
box. Click OK. 




































( Change the J 
Bullet Style J 


You can add visual interest to your slides by using 
a custom bullet style. PowerPoint applies different 
bullet styles to bulleted list items that are on 
different list levels: a dot for level 1, a dash for 
level 2, and so on. You can change any default style 
to one of the predefined styles, such as a diamond 
or a check mark. 

You can also change the color of your bullets to match or complement 
your slide colors. 



Change the Bullet Style 


Q Select the text you want to format. 
0 Click Format, 
e Click Bullets and Numbering. 



The Format Text dialog appears. 
0 Click Bullets and Numbering. 

0 Click the Bullets tab. 

© Click the bullet style you want 
to use. 
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0 Click the Color [T and then click 
the bullet color you want to use. 

O Click OK. 


• PowerPoint applies the bullet style 
to the selected text. 
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Some of the predefined 
bullets are quite large. Can 
I fix that? 

Yes. PowerPoint displays each 
bullet as a percentage of the 
bullet text. To reduce the size of 
these bullet styles, follow Steps 1 to 6 to 
select the bullet style and then type a relative 
size for the bullet (such as 75 percent or 50 
percent) in the Size text box. 



Can I use a custom character or 
picture as a bullet? 

Yes. PowerPoint has 11 custom 
characters you can use, including the 
@ symbol. Follow Steps 1 to 6 to 
display the Bullets pane and then click 
the Custom bullet [T. Click one of the custom 
characters displayed in the pull-down menu. 
Alternatively, click Character to select a symbol of 
your own, or click Picture to select an image. 











































Change the 
Slide Background 


You can often improve the look of your 
PowerPoint slides by changing the slide 
background. The default presentation theme 
creates slides with a white background, which is 
usually a good choice because it makes the slide text 
easy to read. However, PowerPoint gives you a 
choice of predefined background colors and effects. 

PowerPoint automatically adjusts the text color if you choose a 
darker or lighter background color. 


Change the Slide Background 




0 Display the Formatting Palette. 

Note: See Chapter 3 to learn how to display and 
hide the Formatting Palette. 

0 Click the Slide Background 

panel. 
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© Click the background you want 
to use. 


• PowerPoint applies the 
background to all the slides in 
your presentation. 





PowerPoint applies the 
background to all my slides. 

Can I apply a background to 
a single slide? 

Yes. The Format Background dialog 
enables you to apply a custom 
background to one or more selected slides. Select 
the slides you want to format and then click 
Format Background in the Slide Background 
panel. Use the Format Background dialog to define 
your custom background and then click Apply. 



Can I apply a picture as a 
background? 

Yes, although you need to be careful that 
the picture you use does not make your 
slide text difficult to read. Select the slides 
you want to format and then click Format Background 
in the Slide Background panel. In the Format Background 
dialog, click the Picture tab, click Choose a Picture, 
click the image file you want to use, and then click 
Insert. Click Apply to format just the selected slides, or 
click Apply to All to format all the slides. 














































You can apply a slide theme to improve almost every 
aspect of the design of your PowerPoint presentation. 
A slide theme is a predefined collection of slide 
layouts, colors, fonts, backgrounds, and graphics 
that you can apply to your entire presentation 
with just a few mouse clicks. 

PowerPoint includes 50 eye-catching slide themes, so you should be 
able to find something appropriate for your presentation. You can 
also create your own theme. See the section "Create a Custom 
Theme." 


Apply a Slide Theme 



Q Open the presentation you want 
to work with. 

Note: To open an Office document, see Chapter 2. 

o Click Slide Themes. 


The Slide Themes gallery appears. 

0 Click Built-in Themes. 

Q Click I” and to review the 
slide themes. 

• Move ^ over the slide theme. 

• The name of the slide theme 
appears here. 
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0 Click the slide theme you want 
to use. 
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• Excel applies the theme to the 
slides. 
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Someone sent me a theme file. How do I apply it to my presentation? 

First, be sure to save the theme file to your Mac's hard drive. Ideally, you should 
save it to the My Themes folder. Open your home folder and then open 
Library:Application Support:Microsoft:Office:User Templates:My Themes. 

Return to PowerPoint, open the presentation you want to work with, and then 
click Slide Themes. Click Custom Themes, which displays thumbnails for each 
theme file in the My Themes folder. Click the theme you saved. 

If you saved the theme file in some other folder, click Browse to open the Choose 
Themed Document or Slide Template dialog. Locate and click the theme file you want 
to use, and then click Apply. 



























[ Create a 
Custom Theme 


If you go to the trouble of choosing a slide theme 
and then customizing that scheme with effects and 
with predefined or custom colors and fonts, you 
probably do not want to go through the entire 
process the next time you want the same theme for a 
presentation. Fortunately, you do not have to because 
PowerPoint enables you to save all of your theme 
details as a custom theme. 


Create a Custom Theme 



o Start a new presentation or open 
a presentation that you want to 
format. 

© Apply a slide theme if you want to 
use that theme as a starting point. 

Note: See the section "Apply a Slide Theme." 

© Display the Formatting Palette. 

Note: See Chapter 3 to learn how to display and 
hide the Formatting Palette. 

O Click the Document Theme 

panel. 


O Click the Colors F and then click 
the theme colors you want to use. 

© Click the Fonts F and then click 
the fonts you want to use. 

Note: Each theme includes a pair of fonts. The first 
font applies to the slide titles, and the second font 
applies to the slide. 

© Apply any other formatting you 
want to include in your custom 
theme. 

© Click Save Theme. 
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A Save as dialog appears. 

Q In the Save As text box, type a 
name for the theme. 

0 Click Save. 
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PowerPoint saves your formatting 
as an Office Theme file. 

• A thumbnail for the custom theme 
appears in the Custom Themes 
section of the Slide Themes 
gallery. Click this thumbnail to 
apply your custom theme to 
another presentation. 
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Can I create a custom color scheme? 




Yes. Follow these steps: 

Q Click Format. 

0 Click Theme Colors. 

© In the Create Theme Colors dialog, select a theme color. 
O Click Change Color. 

0 In the Color Picker choose the color you want to use. 
0 Click OK. 

0 Repeat Steps 3 to 6 to customize the other theme 
colors. 

0 In the Name text box, type a name for your scheme. 

0 Click Apply to All. 

















































Replace 
a Font 


You can keep your presentation design consistent 
by replacing fonts that do not fit with your 
design. Fonts can become inconsistent if, for 
example, you insert slides from another 
presentation that uses a different font or you 
collaborate on a presentation and the other 
person uses a different typeface. 




o Open the presentation that 
contains the font you want to 
replace. 

0 Click Format, 
e Click Replace Fonts. 





The Replace Font dialog appears. 

o Click the Replace [T and then 
click the font that you want to 
replace. 


hniutoiT 


^ Ul^l 

umbn 

S 



9 



16 






















































\ 


Formatting PowerPoint Slides 


chapter 


16 


0 Click the With [T and then click 
the font that you want as a 
replacement. 

0 Click Replace. 

PowerPoint replaces the font 
throughout the presentation. 


Replace Font 


Replace: 
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Cambria 


Ca litrn WIT 


Candara 
Capitals 
Century 
Century Gothic 


0 Repeat Steps 4 to 6 to replace 
any other fonts in the 
presentation. 

0 Click Close. 
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When I resize a text placeholder, PowerPoint 
changes the font size to compensate. How can I 
prevent this? 

By default, PowerPoint resizes slide text when you 
change the size of a text placeholder. This applies only 
to body text placeholders, not title placeholders. If you 
want the font size to remain fixed, follow these steps: 

O Click PowerPoint. 

o Click Preferences. 

The Preferences dialog appears. 

© Click AutoCorrect. 

O Click the AutoFormat As You Type tab. 

0 Select the AutoFit body text to placeholder check box 
(2 changes to L). 

0 Click OK. 
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1 Create a Custom Format 



Using the Slide Master 


Create a Custom Format Using the Slide Master 


o Open the presentation you want 
to format. 

0 Click View. 

e Click Master. 

o Click Slide Master. 


The presentation's slide master 
appears. 

© Click the layout master you want 
to customize. 

• Click the theme's slide master to 
apply the formatting to all the 
layouts. 

• Click a layout master to apply the 
formatting to just that layout. 


You can modify a PowerPoint presentation’s 
slide master to create a custom presentation 
template. The slide master acts as a kind of 
design center for your presentation. The slide 
master’s fonts, bullet styles, and other formatting 
are used on each slide in your presentation. 


Also, any object you add to the slide master - such as clip art or a 
company logo — appears in the same position on each slide. You 
can also work with layout masters , which control the look of each 
type of slide layout. 


Click lo edit Master title style 


* CM rt in Pfbi Mai4>v ml \xy\n 


• PM4 M 
PattM 







































© Click the placeholder you want to 
format. 
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Can I add a custom layout to the 
slide master? 

Yes. In the Slide Master view, click 
Insert and then click New Layout to 
create a new layout with just a Title 
placeholder. You can also click p - . Click the buttons 
in the Master toolbar to add placeholders to the 
layout. For example, click the Content button () 
to create a Content placeholder, or click the Text 
button (I - ) to create a Text placeholder. Click and 
drag inside the layout to create the placeholder. You 
can also move and resize the placeholder as needed. 


If you want to format specific text, 
select the text. 


Q Make your changes to the 
placeholder or text, such as 
altering the font, changing the 
spacing, or moving or resizing the 
placeholder. 


© Make your changes to other slide 
formatting, such as the 
background 


Can I use my custom format in 
another presentation? 

Yes. With the custom presentation 
open, click File and then click Save 
As to open a Save as dialog. In the 
Save As text box, type a name for the 
file, click the Format [T, click PowerPoint 
Template, and then click Save. To use the 
template for a new presentation, click File, click 
Project Gallery, click New, and then click My 
Templates. Click the icon for your custom 
template, and then click Open. 


Q Repeat Steps 6 and 8 to format 
the other placeholders or text. 

© To add an object to a master, click 
Insert, click the object type (such 
as Picture), and then add the 
object. 

© Repeat Steps 5 to 10 to 

customize other layout masters. 

0 Click Close Master. 

PowerPoint closes the slide master 
and returns you to your 
presentation. 




Click E u udil ink- slyh - 1 

" <iteki« edit Mahm-lm 
































Setting Up and 
a Slide Show 



unmng 


When you are ready to 
show other people your 
presentation, it is time to 
work on the slide show that 
you are presenting. This 
involves adding slide 
transitions, animation 
effects, action buttons, 
timings, and narration. When 
these tasks are done, you are 
ready to run the slide show. 















Add a Slide Transition. 

Animate a Slide Object. 

Animate a Bulleted List. 

Animate a Chart. 

Insert an Action Button. 

Rehearse Slide Timings. 

Record Narration. 

Create a Custom Slide Show 
Run a Slide Show. 












Add a Slide 
Transition 


You can enhance your slide show with slide 
transitions , which are special effects that display the 
next slide in the presentation. For example, in a fade 
transition, the next slide gradually materializes, while 
in a blinds transition the next slide appears with an 
effect similar to opening Venetian blinds. 

PowerPoint has nearly 60 slide transitions, and for each one you can 
control the transition speed, the sound effect that goes with the transition, 
and the trigger for the transition, such as a mouse click or a time interval. 


Add a Slide Transition 



o Open the presentation you want 
to work with. 

0 Click Transitions. 

The Transitions gallery appears. 

e Click the slide you want to 
animate with a transition. 

Q Click a transition category. 


0 Click |”~ and to review the 
transitions. 

• Move K over the transition. 

• The name of the transition 
appears here. 

0 Click the transition you want 
to use. 

PowerPoint previews the 
transition. 

0 Click Options. 
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Setting Up and Running a Slide Show ' 



The Transition Options dialog 
appears. 

© Select the transition speed you 
want to use (O changes to ©). 

© Click the Sound QZ and then click 
the sound effect you want to play 
along with the transition. 

<G> To advance the slide when you 
click your mouse, select the On 
mouse click option (C changes 
to '£). 

• To advance the slide after a time 
interval, select the Automatically 
after option ( —changes to !?) 
and type a time in the seconds 
text box. 

© Click Apply. 

• If you want to apply the transition 
to every slide, click Apply to All. 

© Repeat Steps 3 to 11 to add 
transitions to your other slides. 
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Are there any guidelines I should follow when 
I use transitions? 

Yes. First, remember that using some sort of effect to 
transition from one slide to the next is a good idea 
because it adds visual interest, gives the audience a short 
breather, and helps you control the pacing of your presentation. 
However, transitions can also be distracting. Simple transitions such 
as fades, wipes, and dissolves add interest but do not get in the way. 
Similarly, avoid using many different types of transitions in a single 
presentation. Finally, use the Fast setting to ensure that the transition 
from one slide to another never takes more than a few seconds. 



How do I turn off a 
transition for a 
slide? 

First, select the slide you 
want to work with. If you 
want to remove the transitions from 
all your slides, select every slide. Click 
Transitions to open the Transitions 
gallery, click any category, and then 
click the No Transition button (\&). 
PowerPoint removes the transition. 





































Animate a 
Slide Object 


You can add dynamism and visual appeal to your 
slide show by animating a slide object. An animation 
is a visual effect applied to a specific slide element. In 
this section, you learn how to animate slide objects 
such as title placeholders, as well as content such as 
pictures, clip art, and tables. 

You can add an entrance effect which brings the object into the slide; an 
exit effect which removes the object from the slide; or an emphasis effect 
which emphasizes the object in some way. 


Animate a Slide Object 



O Click Toolbox (Bl). 

0 Click Custom Animation ([<*"). 

0 Click the slide object you want to 
animate. 



O Click the Add Entrance Effect 

button (|ja[). 

• For an emphasis effect, click 

the Add Emphasis Effect 

button (I*"). 

• For an exit effect, click the Add 

Exit Effect button (I5T). 

0 Click More Effects. 

• You can also click one of the 
standard effects listed here and 
then skip to Step 8 . 
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The Animation Effects dialog 
appears. 

© Click the animation effect you 
want to use. 

PowerPoint previews the effect. 

• If you do not want to see the 
animation previews, deselect 

the Show preview option 
changes to -). 

o Click OK. 



• PowerPoint adds the effect to the 


Animation order list. 

H 

© Click the Speed [T and then click 

B » 

the duration of the animation. 

■B ' 

• You can click the Play button 

r i- i t 

(I - ) at any time to see the 

'SI 

animation. 
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How do I change an effect? 

First, display the slide that contains the effect 
you want to change. Follow Steps 1 and 2 to 
display the Custom Animation palette, and in 
the Animation order list, double-click the 
animation effect you want to edit. In the 
Animation Effects dialog, click the new animation 
you want to use and then click Replace. To change the order 
in which the animation runs, click the animation and then click 
the Move Up button (| ) or the Move Down button (|EJ). 



How do I remove an 
effect from an 
object? 

First, display the slide that 
contains the effect you 
want to remove. Follow 
Steps 1 and 2 to display the 
Custom Animation palette. In the 
Animation order list, click the animation 
effect you want to remove. Click the 
Delete button (pT) to remove the effect. 











































[ Animate a 
Bulleted List J 


You can add dynamic tension to your 
presentation and gain more control over the 
slide show by animating a bulleted list so that 
each item in the list appears one at a time each 
time you click the mouse. 

If you want your bulleted list to appear all at once, see the section 
"Animate a Slide Object." 


Animate a Bulleted List 



o Click Toolbox (El). 

0 Click the Custom Animation 

button ([•*"). 

e Click the placeholder for the 
bulleted list you want to animate. 


Q Click [if . 

0 Click More Effects. 

• You can also click one of the 
standard effects listed here and 
then skip to Step 8 . 
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Setting Up and Running a Slide Show 



The Animation Effects dialog 
appears. 

© Click the animation effect you 
want to use. 

PowerPoint previews the effect. 

• If you do not want to see the 
animation previews, deselect 

the Show preview option 
(5? changes to E). 

o Click OK. 



• PowerPoint adds the effect to 

■ n 

the Animation order list. 

1 1 " 

■1 - 

□ \ 0 ] 

0 Click the Speed [T and then 

click the duration of the 

'S fl 

animation. 


0 Click the Text Animations 

'lEJ 

panel. 


0 Click the Group text [T and 

‘EH 

then click 1st level. 

'U 

If you want the second-level 

‘Lj 

bullet items to appear 

1 3 

* f 

separately with each mouse 

li 1 

click, dick 2nd level instead. 

'*3 : 
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How can I apply different animations to bulleted list items? 

I Display the slide that contains the bulleted list. 


~- 


H ** ** Q U -S * 




0 Follow Steps 1 and 2 to display the Custom Animation palette. 

© Click | beside the effect you applied to the bulleted list (| changes to H). 
O Double-click the animation effect you want to edit. 

0 Click the new animation you want to use. 

0 Click Replace and then repeat Steps 4 to 6 as needed. 

















































[ Animate i 
a Chart i 


If your slide show includes a chart, you can animate 
the components of the chart, such as the data series 
or the categories. This enables you to fully control 
when and how the various components of the chart 
appear during the slide show. 

If you want your chart to appear all at once, see the section "Animate a 
Slide Object." 




O Click Toolbox 

0 Click the Custom Animation 

button (F* - ). 

e Click the placeholder for the chart 
you want to animate. 


o C|ick DE. 

0 Click More Effects. 

• You can also click one of the 
standard effects listed here and 
then skip to Step 8 . 


































































Setting Up and Running a Slide Show 


The Animation Effects dialog 
appears. 

© Click the animation effect you 
want to use. 

PowerPoint previews the effect. 

• If you do not want to see the 
animation previews, deselect 

the Show preview option 
(5? changes to E). 

o Click OK. 








• PowerPoint adds the effect to the * " 

Animation order list. 

0 Click the Speed QZ and then click 
the duration of the animation. 


Q Click the Chart Animations 

panel. 

<G> Click the Croup graphic QZ and 

then click the type of animation 
you want to use. 


Sales By Region 


What is the difference between the various options in the Group graphic pull-down menu? 

As one object. This option applies the effect to the entire chart. 

By Series. This option applies the effect to each data series, one series at a time. For example, if you 
have a column chart that shows quarterly sales figures by region, you could display the columns one 
quarter at a time. 

By Category. This option applies the effect to each data category, one category at a time. For example, if 
you have a column chart that shows quarterly sales figures by region, you could display the columns one 
region at a time. 

By Element in Series. This option applies the effect to each data marker in each series, one marker at a 
time. For example, if you have a column chart that shows quarterly sales figures by region, you could 
display the columns for each region one quarter at a time. 

By Element in Category. This option applies the effect to each data marker in each category, one 
marker at a time. 















































Although most of your presentations will 
proceed from one slide to the next, you may 
sometimes need to skip forward or backward 
several slides. For example, you may need to 
return to a previously viewed slide for further 
discussion or clarification, or you may need to 
jump ahead to a slide later in the presentation 
if you realize that the next few slides are not 
relevant or useful to your audience. You can 
perform these jumps by adding action buttons. 


Insert an Action Button 



Q Click the slide you want to work 
with. 

0 Click Slide Show. 

0 Click Action Buttons. 

0 Click Custom. 

• If you know the type of action you 
want the button to perform, you 
can click one of these predefined 
actions. 

K changes to +. 


0 Click and drag + to draw the 
button where you want it to 
appear on the slide. 

0 Release the mouse button. 
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The Action Settings dialog appears. 

0 Select the Hyperlink to option (O changes 
to ©). 

0 Click the Hyperlink to [T, and then click 
the action you want PowerPoint to perform 
when you click the object. 


If you click Slide in Step 8, the Hyperlink to Slide 
dialog appears. 

0 In the Slide Title list, click the slide to which you 
want to jump when you click the action button. 

0 Click OK. 

© Click OK in the Action Settings dialog. 

PowerPoint inserts the action button on the slide. 
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Is there an easy way to insert an 
action button on every slide? 

Yes. You can do this using the 
presentation's slide master. Click 
View, click Master, and then click 
Slide Master to open the slide master. 

Click the Slide Master layout at the top of the 
Slides pane and then follow Steps 2 to 11 to insert 
the action button. Click Close Master. 



Can I assign an action to a 
picture, shape, or clip art? 

Yes. Click the object you want to 
work with, click Slide Show and 
then click Action Settings to open 
the Action Settings dialog. Select the 

Hyperlink to option (O changes to ©), click the 
Hyperlink to [X, and then click the action you 
want PowerPoint to perform when you click the 
object. 





























Rehearse 
Slide Timings 


You can use the Rehearse Timings feature to 
rehearse your presentation. While you do this, 
PowerPoint keeps track of the amount of time you 
spend on each slide. If you have only so much time 
to present the slide show, Rehearse Timings lets 
you know if your overall presentation runs too 
long or too short. 

You can also examine the time you spend on each slide to look for slide 
presentations that are either too short or too long. 


Rehearse Slide Timings 



o Open the presentation you want 
to rehearse. 

0 Click Slide Show. 

e Click Rehearse Timings. 



• PowerPoint starts the slide show 
and displays the timing for the 
current slide. 

0 Present the slide exactly as you 
would during an actual 
presentation. 

0 Move on to the next slide. 

Note: See the section "Run a Slide Show" later in 

this chapter. 

PowerPoint resets the slide timing 
value to 0:00:00. 

© Repeat Steps 4 and 5 to run 
through the entire presentation. 



the 

FOOD 

Pyramid 































PowerPoint displays the total 
presentation time and asks 
whether you want to save the 
slide timings. 

0 To save the timings, click Yes. 

• If you do not want to save the 
timings, click No. 

If you decide to save the timings, 
PowerPoint asks if you want to 
review the timings in Slide Sorter 
view. 

O Click Yes. 

PowerPoint opens the Slide Sorter 
view. 

• PowerPoint displays the timing of 
each slide. 
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Can I use the timings to run my slide show automatically? 

Yes. This is useful if you want to show a presentation at a trade 
show, fair, or other public event, but you cannot have a person 
presenting the slide show, or if you want to send a presentation to 
a customer or prospect and you cannot be there to go through the 
slide show yourself. Follow these steps: 

O Rehearse the slide show timings and save the timings when you finish. 
0 Click Slide Show, 
e Click Set Up Show. 

The Set Up Show dialog appears. 

© Select the Browsed at a kiosk (full screen) option (C changes to ©). 
0 Select the Using timings, if present option (C changes to ©). 
0 Click OK. 
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Record 

Narration 




j 


You can record narration if you require a recorded voice 
for some or all of a presentation. For example, you 
might have a slide that consists of a recorded greeting 
from the CEO or someone else at your company. 
Similarly, you might require another person to present 
some material, but if that person cannot be at your 
presentation, you need to record his or her material. 



You can also record narration for an entire presentation. For example, you might be setting up an automatic presentation and 
require recorded narration for the whole show. If your Mac does not have a built-in microphone, you will need to attach a 
microphone for this task. 


■■mwhmwhm 


RECORD NARRATION FOR A 
SLIDE 

O Click the slide you want to work 
with. 

e Click Insert, 
e Click Sound and Music. 

O Click Record Sound. 


The Record Sound dialog appears. 
0 Type a name for the recording. 

0 Click the Sound input device H 

and then click the device you want 
to use for recording. 

0 Click Record. 

0 Record your narration. 

Q Click Stop. 

0 Click Save. 

PowerPoint adds a sound icon to 
the slide. 







































































RECORD NARRATION FOR A 
PRESENTATION 

O Open the presentation you want 
to work with. 

o Click Slide Show. 

e Click Record Narration. 



The Record Narration dialog 
appears. 

O Click the Sound input device [T 

and then click the device you want 
to use for recording. 

0 Click Record. 

© Record your narration. 

When you finish, PowerPoint asks 
whether you want to save the 
slide timings. 



© To save the timings, click Yes. 

• If you do not want to save the 
timings, click No. 



Can I control when a 
slideis narration is played? 

Yes. By default, PowerPoint 
plays the slide narration when 
you click the sound icon. 

However, you can configure the recording 
to play automatically when you display the 
slide. Click the sound icon, display the 
Formatting Palette (see Chapter 3), and 
click the Sound panel. Click the Play p~ 
and then click Automatically. 




What does the Link narrations option do? 

If you are recording a long narration or are 
using a very high sound quality, you probably 
do not want PowerPoint to embed the sound 
file in the presentation because doing so slows 
down the entire presentation. To create the narration as 
separate sound files, in the Record Narration dialog select 
the Link narrations option (_ changes to !£). The 
narration files are given the same name as your 
presentation, followed by a three-digit code, one for each 
narrated slide in the presentation. 
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Create a Custom i 
Slide Show j 


You can create a custom version of a slide show that 
excludes certain slides or displays the slides in a 
different order. For example, you can create both a 
short version and a long version of a presentation. 
Similarly, you might want to omit certain slides 
depending on whether you are presenting to managers, 
salespeople, or engineers. 



Custom slide shows enable you to have internal and external versions of 
the presentation. That is, you might have one version for people who work at 
your company and a different version for people from outside the company. 


Create a Custom Slide Show 


o Open the presentation you want 
to work with. 

0 Click Slide Show. 

e Click Custom Shows. 


The Custom Shows dialog 
appears. 

Q Click New. 










































The Define Custom Show dialog 
appears. 

^ In the Slide show name text box, 
type a name for your custom 
show. 

© Click a slide in the Slides in 
presentation list. 

© Click Add. 

• PowerPoint adds the slide to the 
Slides in custom show list. 

© Click a slide and then click Move 
Up (fiT) and Move Down (f^ ) 
to order the slides. 

Q Click OK. 

• The custom show appears in the 
Custom shows list. 

<E> Click Close. 

• To run a custom slide show, 
follow Steps 1 to 3, click the 
show, and then click Show. 
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How do I create a custom show that 
includes all the slides, but in a 
different order? 

Follow Steps 1 to 5 to create and name your 
custom slide show. There are two ways to 
create your custom order. One method is to follow Steps 6 
and 7 in the order that you want the slides to appear. 
Alternatively, in the Slides in presentation list, click the first 
slide, hold down E^rnil and then click the last slide. Click 
Add to add all the slides to the Slides in custom show list 
and then use pT and to order the slides. 



How do I edit a custom slide 
show? 

Follow Steps 1 to 3 to open the 
Custom Shows dialog. In the 
Custom shows list, click the 
custom slide show you want to change 
and then click Edit. Follow Steps 6 to 8 to add 
more slides and change the slide order. To 
delete a slide from the show, click the slide in 
the Slides in custom show list, and then click 
Remove. Click OK when you finish. 









































Run a 
Slide Show 


After you build your presentation and add your 
transitions, animations, action buttons, and 
narration, you are ready to present the slide 
show. PowerPoint uses a special full-screen Slide 
Show view that displays each slide. You can 
display a menu of navigation tools on-screen to 
control the slide show. 





O Open the presentation you want 
to run. 


0 Click Slide Show. 

0 Click View Slide Show. 


You can also press ®+GB 
or click pS in the Standard 
toolbar. 


• If you want to start the slide show 
from a specific slide, right-click or 
GSD+dick that slide and then 
click View Slide Show. 



PowerPoint switches to Slide Show 
view and displays the first slide 
full screen. 

F 1 

Agenda 

O Click the mouse to advance to the 


next slide. 


0 To display the slide show controls. 

( i fttnr taw of the sa I-r-k eye ) 

move the pointer. 


• The menu button appears. 

{ 2 SlP.iK'Lf". review and vwmIs ) 

0 Click the button. 

( a. Sales summaries ) 

You can also right-click or 

.'-% 

wr l+rlirk the slide. 

C*. Marketing strategics for 2010 ) 


hu _ t _J 




























The navigation menu appears. 

• You can click Next to advance to 
the next slide. 

• You can click Previous to return 
to the previous slide. 

• You can click Go to Slide and 
then click a slide to jump to any 
slide. 

• To annotate a slide, click Pointer 
Options, click Pen, and then use 
the mouse pointer to mark up the 
slide. 

When you click the last slide, 
PowerPoint automatically ends the 
show. 

• You can end the show at any time 
by clicking End Show in the 
menu. 


1 

Setting Up and Running a Slide Show 






What keyboard techniques can I use to control a slide show? 


Press 

To 

m 

Advance to the next slide or animation. 

Q 

Return to the previous slide or animation. 

(1 

Pause or resume an automatic slide show. 

m 

Toggle black screen on and off. 

o 

Toggle white screen on and off. 

o 

Toggle the mouse pointer and slide show navigation tools on and off. 

l+Q 

Change ^ to an arrow. 

m + m 

Change ^ to a pen. 

(H9 

End the slide show. You can also press G3. 
































Sending an 
Receiving E-Mail 



You can use Office 2008 for 
Mac's Entourage program to 
send e-mail to and read 
e-mail from friends, family, 
colleagues, and even total 
strangers almost anywhere 
in the world. This chapter 
shows you how to perform 
these and many more e-mail 
tasks. 

















Send an E-Mail Message.332 

Select a Contact Address.334 

Add a File Attachment.336 

Create a Signature.338 

Set the Message Priority.340 

Change the Message Format.341 

Receive and Read E-Mail Messages.342 

Reply to a Message.344 

Forward a Message.346 

Open and Save an Attachment.348 

Create a Folder for Saving Messages.350 

Set the Junk E-Mail Protection Level.352 

Block a Person Who Sends You 
Junk Mail.354 

Create Rules to Filter Incoming 
Messages 


356 

















Send an E-Mail 
Message j 


If you know the e-mail address of a 
person or organization, you can send 
an e-mail message to that address. In 
most cases, the message is delivered 
within a few minutes. 

If you do not know any e-mail addresses, or, if at 
first, you prefer to just practice sending messages, 
you can send messages to your own e-mail address. 


Send an E-Mail Message 



Q In Entourage, click the Mail 
button (@). 

0 Click the New Mail Message 

button (|77I). 


The address dialog appears. 

€> In the To text box, type the e-mail 
address of the person to whom 
you are sending the message. 

©To send a copy of the message to 
another person, type that person's 
e-mail address in the Cc text box. 


• You can click the Add button 
(f - ) to specify multiple To or Cc 
addresses. 


0 Press 


Return 

































Sending and Receiving E-Mail 



0 Type a title or short description 
for the message in the Subject text 
box. 

Q Type the message. 

© Use these buttons and the 

commands in the Format menu to 
format the message text. 

Note: Many people use e-mail programs that 
cannot process text formatting. Unless you are sure 
your recipient's program supports formatting, it is 
best to send plain text messages. See the section 
"Change the Message Format" later in this chapter. 



Q Click Send (E). 

Entourage sends your message. 

Note: Entourage stores a copy of your message in 
the Sent Items folder. 
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How do I add an e-mail 
account to Entourage? 

Click Entourage and then click 

Account Settings to open the 
Accounts dialog. Click New and 
then click Mail to run the Account 
Setup Assistant. To set up your account 
automatically, type your e-mail address and press 

GSSQ3- If that does not work, click Configure 
Account Manually, specify your account type 
(usually POP), click OK, and then type account 
settings such as your e-mail address and your 
account provider's e-mail server names. 



I have a large number of 
messages to compose. Do I 
have to be online to do this? 

No. It is possible to compose all 
the messages while you are offline. 

Click Entourage and then click the 
Work Offline command if you do not see a check 
mark beside it. Compose and send each of your 
messages. Each time you click Send, Entourage 
stores the message temporarily in the Outbox 
folder. When you finish, connect to the Internet, 
click Entourage, and then Click Work Offline. 
Click Tools, click Send & receive, and then click 
Send All, or press HiH»l +f!l+ Q. 



















[ Select a 
Contact Address j 


You can select the address to which you want 
to send an e-mail message directly from the 
Entourage Address Book instead of typing 
the address if you have e-mail addresses and 
names in your Address Book. 

See Chapter 20 to learn how to add contacts to your 
Entourage Address Book. 


Select a Contact Address 



Q Start a new mail message. 

Note: See the section "Send an E-Mail Message." 

The address dialog appears. 

0 Click the Address Book button 

(E). 


• Entourage displays the names and 
e-mail addresses of your Address 
Book contacts. 

0 Click in the To box. 

© Double-click the person to whom 
you want to send the message. 

Note: You can also click and drag a contact and 
drop it on the To, Cc, or Bcc box. 
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• The person's name and address 
appear in the To box. 

0 Repeat Step 4 to add other 
recipients to the To box. 

© Click in the Cc box. 

© Double-click the person to whom 
you want to send a copy of the 
message. 

• The person's name and address 
appear in the Cc box. 

© Repeat Step 7 to add other 
recipients to the Cc box. 

© Press rm 

• Entourage adds the recipients to 
the To and Cc lines of the new 
message. 

0 Complete and send your message. 

Note: See the Section "Send an E-Mail Message" 

for the specifics of creating and sending a message. 
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In the address window, 
what does the Bcc 
button do? 

You click Bcc and then 
double-click a contact 
to add that person to 
the message's Bcc field. 

Bcc stands for blind 
courtesy copy and it 
means that any addresses 
in the Bcc field are not displayed to the other 
message recipients. Note, however, that you only 
see the Bcc field in the message if you have added 
at least one Bcc recipient. 



Can I send a message 
from the Address Book 
itself? 

Yes. In Entourage, click 
the Address Book 

button (§) to open 
the Address Book 
window. Click the contact 
you want to work with, 
click Contact, and then click New 
Message To. Alternatively, click the contact and 
then either press 0+0 or click the E-mail 
button ([^) in the toolbar. Entourage starts a new 
message and automatically addresses it to the 
contact. 




















Add a File 
Attachment 


You can attach a memo, an image, or 
another document that you want to 
send to another person to an e-mail 
message. The other person can then 
open the document after he or she 
receives your message. 


Add a File Attachment 



ADD AN ATTACHMENT 

O Start a new mail message and add 
the recipients. 

Note: See the section "Send an E-Mail Message" 
earlier in this chapter. 

Q Click Message. 

© Click Add Attachments. 

• You can also click Attach (I - ). 
You can also press El+Q. 
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The Choose Attachment dialog 
appears. 

© Click the file you want to attach. 

Note: To attach multiple files, hold down and 
click each file. 

0 Click Open. 
























































Sending and Receiving E-Mail 



• Entourage attaches the file to the 
message. 

© Repeat Steps 2 to 5 to attach 
additional files to the message. 

© Complete and send your message. 

Note: See the Section "Send an E-Mail Message" 
for the specifics of creating and sending a message. 



REMOVE AN ATTACHMENT 

Q Click |“ next to Attachments 
(C changes to D- 

© Click the file. 

e Click Remove. 

Entourage removes the file from 
the list of attachments. 




Are there any restrictions related to sending file attachments? 

Many e-mail programs and e-mail servers block certain types of files that could 
potentially contain a computer virus or other form or malware. Such files include 
scripts, batch files, and program files. When you add such a file, Entourage 
displays Attachments potentially unsafe in the message window. Since 
the files probably will not get delivered, you can click Remove them to 
remove the unsafe files. 

There is no practical limit to the number of files you can attach to the 
message. However, you should be careful with the total size of the files you 
send. If you or the recipient have a slow Internet connection, sending or 
receiving the message can take an extremely long time. Also, many Internet service 
providers (ISPs) place a limit on the size of a message's attachments, which is usually 
between 2 and 5MB. In general, use e-mail to send only a few small files at a time. 


























Create a 
Signature 


In an e-mail message, a signature is a small 
amount of text that appears at the bottom of 
the message. Rather than typing this 
information manually, you can create the 
signature once and then have Entourage insert 
the signature into any message you create. 

Signatures usually contain personal contact information, such as 
your phone numbers, business address, and e-mail and Web site 
addresses. Some people supplement their signatures with wise or 
witty quotations. 


Create a Signature 



o Click Tools. 

0 Click Signatures. 


The Signatures dialog appears, 
e Click the New button (IS). 
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A signature dialog appears. 

© In the Name text box, type a name 
for the signature. 

© Type the signature text. 

© Use these buttons and the 

commands in the Format menu to 
format the signature text. 

0 Press EJ+0. 

Entourage saves the signature. 

© Click the Close button (|S). 

• Entourage adds the signature to 
the Signatures dialog. 

© Repeat Steps 3 to 7 to add more 
signatures, if necessary. 

Note: It is common lo have different signatures 

for different types of messages. For example, 

many people use one signature for business 

messages and another for personal messages. 

© Click |S. 
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How do I add the signature 
to a message? 

First, start a new mail 
message, add the recipients, 
the subject line, and your 
message text. Position the 
insertion point cursor below 
your message text. Click 
Message and then click Signature 
(or click the Signature button ([3) in the toolbar) 
to see a menu of your signatures. Click the 
signature you want to use. Entourage adds the 
signature to the message. 



Can I get Entourage to 
add my signature 
automatically? 

Yes. You can associate a 
signature with an e-mail 
account. Click Entourage and 
then click Account Settings 
to open the Accounts dialog. 

Click the Mail tab and then double¬ 
click the e-mail account you want to work with. In 
the Edit Account dialog, click the Options tab. 

Click the Default signature [T, click the signature 
you want to associate with the account, and then 
click OK. 
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Set the 

Message Priority 


You can alert that recipient of your e-mail message 
that it requires a quick response or contains 
important material by giving the message a higher 
priority level than normal. The recipient usually sees 
the message with a red exclamation mark to indicate 
the higher priority. 

Similarly, if your message requires no response or can be answered at 
a later date, you can give the message a lower priority level than 
normal. The recipient usually sees the message with a blue downward¬ 
pointing arrow to indicate the lower priority. 


Set the Message Priority 



o Start a new mail message and add 
the recipients. 

Note: See the section "Send an E-mail Message" 
earlier in this chapter. 

O Click Message. 

e Click Priority. 

Q Click the priority level you want to 
use. 

• You can also click the Priority 
(H) button in the toolbar and 
then click the priority level you 
want. 


• If you choose Highest, High, Low, 
or Lowest, Entourage displays the 
priority level. 
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! Change the 
Message Format j 


Sending and Receiving E-Mail 



You can control the format that Entourage uses for 
your e-mail messages. By default, Entourage uses the 
HTML (Hypertext Markup Language) format, which 
enables you to format your messages with fonts, text 
effects, colors, bulleted lists, backgrounds, and more. 

If you have a recipient who uses a mail program that does not support 
HTML formatting, your formatted message may appear garbled, so you 
should turn off HTML and use plain text. 


Change the Message Format 



Q Start a new mail message and add 
the recipients. 

Note: See the section "Send an E-mail Message" 
earlier in this chapter. 

o Click Format. 

e Click HTML. 

• You can also click the Use HTML 
button (l?~). 

You can also toggle your message 
between HTML and plain text by 
pressing rami l +H?l+tl 


• If you turn off HTML, Entourage 
disables the formatting buttons. 
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Receive and Read , 
E-Mail Messages i 


A message sent to you by another person is 
stored on your ISP’s e-mail server 
computer. You must connect to the ISP’s 
computer to retrieve and read the message. 
As you see in this task, Entourage does 
most of the work for you automatically. 

Entourage checks for new messages when you start the 
program automatically, and then checks for more messages 
every 10 minutes while you are online. 


Receive and Read E-Mail Messages 



RECEIVE E-MAIL MESSAGES 
O Click Tools. 

0 Click Send & Receive. 

0 Click Send & Receive All. 

You can also press £3+Q. 


• If you have new messages, they 
appear in your Inbox folder in 
bold type. 

• This symbol (I - ) means that the 
message came with a file 
attached. 

• This symbol (IT) means the 
message was sent as high priority. 

• This symbol (I - ) means the 
message was sent as low priority. 


• You can also receive e-mail 
messages by clicking the Send/ 
Receive button (I-). 
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READ A MESSAGE 

O Click the message. 



0 Read the message text in the 
preview pane. 

Note: If you wont to open the message in its own 
window ; double-click the message. 
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Can I change how often Entourage 
automatically checks for messages? 

Yes. Follow these steps: 

Q Click Tools. 4 

0 Click Run Schedule. 

© Click Edit Schedules to open the Schedules dialog. 

0 Double-click Send & Receive All. 

0 Type a new time interval, in minutes, that you want 
Entourage to use when checking for new messages. 

0 If you do not want Entourage to check for 
messages when the program starts, click the At 
Startup item and then click Remove Occurrence. 

0 Click OK. 

0 Click the Close button (|Sj). 
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When a message you receive requires 
some kind of response — whether it 
is answering a question, supplying 
information, or providing comments 
criticisms — you can reply to any 
message you receive. 





Q Click the message to which you 
want to reply. 

Q Click Reply to respond only to the 
first address displayed on the 
From line. 

• You can click Reply All to 
respond to the sender and all the 
addresses in the To and Cc lines. 

You can also press H+0 to 
reply, or 0E3+O+0 to reply 
to all. 
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A message window appears. 

• Entourage automatically inserts 
the recipient addresses. 

• Entourage also inserts the subject 
line, preceded by Re:. 

• Entourage includes the original 
message text at the bottom of the 
reply. 

€> Edit the original message to 
include only the text that is 
relevant to your reply. 

















































Sending and Receiving E-Mail 



Q Click the area above the original 
message text and type your reply. 



0 Click Send. 

Entourage sends your reply. 

Note: Entourage stores a copy of your reply in the 
Sent Items folder. 
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How much of the original message should I quote in my reply? 

If the original message is fairly short, you usually do not need to edit the 
text. However, if the original message is long, and your response deals 
only with part of that message, you will save the recipient time by 
deleting everything except the relevant portion of the text. 

If you do not want Entourage to include the original text at all, click 

Entourage, click Preferences, click Reply & Forward, and then 

deselect the Include entire message in reply option (2 changes 
to _). Click OK to put the new setting into effect. 





















Forward a 
Message 


If a message has information that is 
relevant to or concerns another 
person, you can forward a copy of that 
message to the other recipient. You can 
also include your own comments in the 
forwarded message. 



Forward a Message 


O Click the message that you want 
to forward. 

0 Click Forward. 

You can also press H+QD- 


An addressing dialog appears. 

e Click the To field and then either 
type the recipient's address or 
click ’ and then double-click the 
recipient in your Address Book 
list. 

o Press 
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Sending and Receiving E-Mail 



A message window appears. 

• Entourage inserts the subject line, 
preceded by FW:. 

• The original message's addresses 
(To and From), date, subject, and 
text are included in the forward. 

© Edit the original message to 
include only the text that is 
relevant to your forward. 



© Click the area above the original 
message text and type your 
comments. 

© Click Send. 

Entourage forwards the message 
with your comments. 

Note: Entourage stores a copy of your forwarded 
message in the Sent Items folder. 
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How do I forward someone a 
copy of the actual message 
instead of just a copy of the 
message text? 

You can send the original message 
as an attachment. When the recipient 
opens the attachment, he or she sees an exact 
copy of the original message. Click the message, 
click Message, and then click Forward as 
Attachment (or press k&fll +lil+fllY Entourage 
creates a new message and includes the original 
message as an attachment. 



Is there a way to forward a 
message to someone, but 
make it appear as though the 
message come directly from 
the original sender? 

Yes. You can redirect the original 
message to your recipient. Click the message, click 
Message, and then click Redirect (or press 
MTHFlill+f-l+fWlY Entourage creates a new 
message and includes the original message's 
subject line and text. 




















I Open and Save 
an Attachment i 


If you receive a message that has a file 
attached, you can open the attachment to 
view the contents of the file. You can also 
save the attachment as a file on your 
computer. 

Be careful when dealing with attached files. Computer 
viruses are often transmitted by e-mail attachments. 


Open and Save an Attachment 



OPEN AN ATTACHMENT 

O Click the message that has the 
attachment, as indicated by the 
Attachment symbol (I - ). 

• A list of the message attachments 
appears in the preview pane's 
Attachments list. 

0 Click the attachment you want to 
open. 

0 Click Open. 



Entourage asks you to confirm 
that you want to open the file. 

Q Click Open. 

The file opens in the appropriate 
program. 

Note: Instead of opening the file, Mac OS X may 
display a dialog box telling you that the file does 
not have a program associated with it. This means 
you need to install the appropriate program for the 
type of file. If you are not sure, ask the person 
who sent you the file what program you need. 
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SAVE AN ATTACHMENT 

O Click the message that has the 
attachment, as indicated by the 
Attachment symbol (I - ). 

• A list of the message attachments 
appears in the preview pane's 
Attachments list. 

o Click the attachment you want to 
save. 

0 Click Save. 

Entourage asks you to confirm 
that you want to save the file. 

0 Click Save. 




The Save Attachment dialog 
appears. 

0 Click the Where [T and then 
click the folder where you want to 
save the file. 

0 Click Save. 




What should I do if I suspect an attachment contains a virus or other 
malware? 

In most cases, Entourage detects unsafe files, and when you display a 
message with such a file, you should see a message saying "Entourage 
has blocked the following potentially unsafe attachments." Click Remove 
them to delete the attachment(s). 

If you believe that an attached file may be unsafe, but Entourage has not 
blocked the file, you should delete the message. However, before you do 
that it is a good idea to delete the attached file from the message. Click 
the message, click the attachment in the preview pane, and then click 
Remove. When Entourage asks you to confirm, click Delete. 





























Create a Folder for 
Saving Messages J 


You can create new folders and move messages 
from the Inbox to the new folders to keep the 
Inbox uncluttered. After you use Entourage 
for a while, you may find that you have many 
messages in your Inbox folder. 

You should use each folder you create to save related messages. 
For example, you could create separate folders for people you 
correspond with regularly, projects you are working on, different 
work departments, and so on. 


Create a Folder for Saving Messages 



CREATE A FOLDER 
O Click File. 

0 Click New. 

0 Click Folder. 

You can also press kanti l +fl!l+ 

o 


• Entourage adds a new folder. 
O Type a name for the new folder. 

0 Press anm . 















































Sending and Receiving E-Mail 






How do I rename a folder? 

Double-click the folder. A text 
box opens that displays the 
current folder name. In the 
text box, type the new 
name and then press 

G5EQ3- Note that 
Entourage only allows you 
to rename folders that you 
created yourself. 


How do I delete a 
folder? 

Click the folder, click 
Edit, and then click 

Delete Folder (or press £3 
+ l»I3lh - Note that Entourage 
only allows you to delete 
folders that you created 
yourself. Also remember that 
when you delete a folder, you 
also delete any messages stored in that folder. 


MOVE A MESSAGE TO ANOTHER 
FOLDER 

O Click the folder that contains the 
message you want to move. 

0 Position the mouse ^ over the 
message you want to move. 

e Click and drag the message and 
drop it on the folder to which you 
want to move the message. 

Note: To move multiple messages, hold down 
click each message, and then drag any selected 
message to the destination folder. 


Entourage moves the message. 

• You can click the destination 
folder to confirm the message has 
been moved. 






































Set the Junk E-Mail 
Protection Level 


You can control junk e-mail by setting the protection level. 
Junk e-mail, or spam , is unsolicited, commercial e-mail 
messages that advertise anything from baldness cures to 
cheap printer cartridges. Most people receive at least a few 
junk e-mails a day, while some people receive hundreds of 
them. No matter how many you receive, reducing junk 
e-mail saves time and reduces e-mail frustration. 

Some junk messages are more than just annoying. For example, many spams 
advertise deals that are simply fraudulent, and others feature such unsavory 
practices as linking to adult-oriented sites and sites that install spyware. 


Set the Junk E-Mail Protection Level 


o Click Tools. 

0 Click Junk E-mail Protection. 




The Junk E-mail Protection dialog 
appears. 

e Click the Level tab. 

o Select the junk e-mail protection 
level option you want to use 
(O changes to ©). 
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• Click Low to move messages with 
obvious spam content to the Junk 
E-mail folder. 

This level catches most spam and has 
only a small risk of false positives. 

• Click High to handle spam 
aggressively. 

Use this level if you get a few dozen 
messages or more daily. This level 
usually creates false positives. 


• Click Exclusive to treat all incoming 
messages, except for messages that 
come from people in your Address 
Book or domains you add to the Safe 
Domains list, as spam. 

Use this level if you receive 100 or 
more spam messages each day and if 
most of your nonspam e-mail comes 
from people you know or from 
mailing lists you subscribe to. 

0 Click OK. 

Entourage sets the junk e-mail 
protection level. 
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What is a false positive? 

This is a legitimate message 
that Entourage flags as junk 
and moves to the Junk E-mail 
folder. The stronger the 
protection level, the more likely 
it is that false positives will 
occur, so the more time you must 
spend checking the Junk E-mail folder. 



How do I specify safe domains? 

In the Junk E-mail Protection dialog, click the Safe 
Domains tab, type the domains you consider safe, 
separated by commas, and then click OK. 



























Block a Person Who , 
Sends You Junk Mail i 


You can reduce the amount of junk e-mail you 
have to deal with by blocking those people who 
send you such messages. Entourage 
automatically moves existing and future 
messages from that person to the Junk E-mail 
folder. 

You can block a person using a message he or 
she has sent, or by adding the sender’s address 
to the Blocked Senders list. 


Block a Person Who Sends You Junk Mail 



USE A MESSAGE TO BLOCK A 
PERSON WHO SENDS YOU JUNK 
MAIL 

o Click a message from the person 
you want to block. 


o Click Message, 
e Click Block Sender. 


Entourage moves the message to 
the Junk E-mail folder and blocks 
future messages from the sender's 
address. 
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ADD A PERSON'S ADDRESS TO 
THE BLOCKED SENDERS LIST 

o Click Tools. 

0 Click Junk E-mail Protection. 


The Junk E-mail Protection dialog 
appears. 

e Click the Blocked Senders tab. 

© Type the person's address in the 
Blocked Senders list. 

Note: If you wont to add multiple addresses to the 
Blocked Senders list; separate each address with a 
comma. 

0 Click OK. 
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How do I handle a legitimate message 
that Entourage flags as junk? 

Q Click Junk E-mail. 

0 Click the message. 

© Click Not Junk. 

• If the Preview Pane is visible, you can also 
click the This is not junk e-mail link. 



© Select the Just classify this message as "not junk" option (O changes to ©). 
0 Click OK. 


Entourage moves the message to your Inbox folder. 






































Create Rules to Filter , 
Incoming Messages i 


You can make your e-mail chores faster and more 
efficient if you create rules that handle incoming 
messages automatically. For example, you can 
create a rule that moves all incoming messages 
with a certain subject line to a folder. 

A rule combines message criterion and an action. The criterion 
specifies the type of information you want to identify, such as the 
address of the sender or words in the subject line. The action is 
what happens to a message that satisfies the condition, such as 
moving the message to another folder or sending a reply. 


Create Rules to Filter Incoming Messages 



O Click Tools. 
0 Click Rules. 


The Rules dialog appears. 

e Click the type of mail account you 
want to work with. 

O Click New. 

The Edit Rule dialog appears. 
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0 Type a rule name. 

0 Click the All messages QI and 
then click the type of data you 
want to identify. 

0 If the criterion requires a value, 
click the Contains [T and click 
an operator. 

0 If the criterion requires a value, 
type the text, address, or other 
required information. 

• If you want to use multiple 
criteria, click Add Criterion and 
then repeat Steps 6 to 8 to add 
other data to the rule. 

Q Click the Change status QI and 

then click the action you want to 
use. 

0 If the action requires a value, type 
the text or select the value from 
the pop-up menu. 

• If you want to run multiple 
actions, click Add Action and 
then repeat Steps 8 and 9. 



• To remove an action, click the action 
and then click Remove Action. 


0 Click OK. 

Entourage adds the rule to the 
Rules dialog. 



How do I make changes to a rule? 

Follow Steps 1 to 3 from this task to 
open the Rules dialog and select an 
account type. Double-click the rule 
you want to change. Use the Edit 
Rule dialog that appears to make 
your changes to the rule. If you 
want to delete a criterion, click an 
empty area within the criterion and then click 
Remove Criterion. When you are done, click OK. 



Can I prevent a rule from 
running? 

Yes. Follow Steps 1 to 3 from 
this task to open the Rules dialog 
and select an account type. If you 
only want to temporarily disable a 
rule, deselect the rule's Enabled check 

box (5? changes to ). To remove the rule 
completely, click the rule and then click Delete. 
When Entourage asks you to confirm, click Delete. 


















































































Working wit 
Appointments and Tasks 



If you find that your life just 
keeps getting busier, 
Microsoft Entourage can 
help you keep track of your 
ever increasing load of 
appointments and tasks. 
Entourage comes with two 
components — called 
Calendar and Tasks — that 
can help you manage your 
busy schedule. You use 
Calendar to enter and track 
appointments and all-day 
events, and you use Tasks to 
organize your to-do list. 










Navigate the Calendar. 

Create an Appointment. 

Create a Repeating Appointment 

Create an All-Day Event. 

Invite People to a Meeting. 

Create a Task. 

Create a Repeating Task. 

Mark a Task as Complete. 

Display Only Incomplete Tasks.... 












Navigate the 
Calendar 


Calendar makes scheduling easy. However, before you 
create an appointment or event, you must first select 
the date on which the appointment or event occurs. 


Navigate the Calendar 



NAVIGATE USING THE MINI 
CALENDAR 

O In Entourage, click the Calendar 
button (|a). 

You can also switch to Calendar 
by pressing 11 + 0 . 

© Click Day. 

€> In the Mini Calendar, click the 
Next Month button (d) until 
the month of your appointment 
appears. 

• If you go too far, click the 

Previous Month button (E) 
to move back to the month you 
want. 

• If you want to return to the 
current month, click the Current 
Month button (E). 

© Click the date. 

• The date appears in the Calendar. 

• If you want to return to today's 
date, click Today or press 

B+G). 
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Working with Appointments and Tasks 



NAVIGATE TO A SPECIFIC DATE 

Q Click View Date. 

You can also select the View 
Date command by pressing 
1. 



n 
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The View Date dialog appears. 

0 In the Date text box, type the date 
you want using the format mm/ 
dd/yyyy. 

• You can also click here to display 
a Date Navigator that you can use 
to click the date you want. 
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0 Click OK. 


Entourage displays the date in the 
Calendar. 



Can I see more than one day at a time in 
the Calendar? 


Yes. Use the following toolbar buttons and 
keyboard shortcuts: 


Work Week. Click this button to show the work 
week (Monday through Friday) that includes the 
date that is currently selected i n the Mi ni 
Calendar. (You can also press G5!ED+EI+(3.) 





Week. Click this button to show the full week that 

includes the date that is currently selected in the Mini Calendar. (You can also press 


Option 


+C3+Q.) 


• Month. Click this b utton to s how the month that includes the date that is currently selected in the Mini Calendar. 
(You can also press 


Option 






































Create an 
Appointment/ 


You can help organize your life by using 
Calendar to record your appointments on the 
date and time they occur. For each appointment, 
you specify details such as the location, start and 
end times, and notes related to the event. 

You can also specify a time interval before the appointment when 
Calendar displays a dialog to remind you of the appointment. 


Create an Appointment 



Q In Entourage, click the Calendar 
button (|a). 

0 Navigate to the date when the 
appointment occurs. 

0 Click New. 

When you are in the Calendar 
window, you can also press 
m+m to start a new 
appointment. 


Calendar displays the New Event 
window. 

© In the Subject text box, type a 
name for the appointment. 

• The window name changes to the 
name of the appointment. 

0 In the Location text box, type the 
appointment location. 




















































0 If the start date is incorrect, use 
the Start date navigator to click 
the correct date. 

© If the start time is incorrect, use 
the Start time spin box to click the 
correct time. 

© If the end date is incorrect, use 
the End date navigator to click the 
correct date. 

Q If the end time is incorrect, use 
the End time spin box to click the 
correct time. 

© Click the Reminder QI and then 
click a reminder unit: minutes, 
hours, or days. 

© Type a value for the reminder. 

• If you do not want a reminder, 
deselect the Reminder option 
(2 changes to 

© In the large text box, type notes 
related to the appointment. 

© Press 0 + 0 ) to save the 
appointment. 

© Click the Close button (|S). 
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How do I make 
changes to an 
appointment? 

To edit the 
appointment, 
navigate to the date 
and then double-click 
the appointment block 
to open the appointment details in a 

window. Make your changes, press EI + 
0 and then click [S. To remove an 
appointment, click it, press and then 
click Delete. 



Calendar automatically sets a 
15-minute reminder for each 
new appointment. Can I change 
this? 

Yes. Click Entourage and then click 
Preferences to open the 
Preferences dialog. Click Calendar to 
display the Calendar preferences. If 
you want to turn off automatic 

reminders, deselect the Set default reminder to occur 

option (5! changes to _). Otherwise, click the Set 
default reminder to occur |T, click a time unit (hours, 
minutes, or days), and then type the number of units in 
the text box. 





































Create a Repeating , 
Appointment i 


If you have an appointment that occurs at a 
regular interval, such as a daily department 
meeting or weekly lunch date, you can schedule 
such an appointment as a recurring event . You can 
set up the appointment to repeat daily, weekly, 
monthly, yearly, or every weekday. 

You can also set up a custom recurrence pattern to suit your needs. 


Create a Repeating Appointment 



CREATE A BASIC REPEATING 

APPOINTMENT 

O Switch to Calendar and create a 
new appointment. 

Note: See the section "Create an Appointment"" to 

learn how to create a new appointment. 

O Click the Occurs QI and then 
click the recurrence interval you 
want to use. 

• To create your own recurrence 
interval, click Custom or click 
Edit to open the Recurring Event 
dialog. The rest of this section 
shows you how to use this dialog. 

CREATE A DAILY REPEATING 

APPOINTMENT 

Q Select the Daily option 
(O changes to ©). 

0 Select the Every option 
(O changes to ©). 

€> Type the daily interval you want 
to use. 

• If you want to schedule the 
appointment on weekdays, select 

the Every weekday option 
(O changes to ©). 
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CREATE A WEEKLY REPEATING APPOINTMENT 

o Select the Weekly option (O changes to @). 

© Type the weekly interval you want to use. 

e Select the check box beside each day you want to 
use (E changes to v). 
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CREATE A MONTHLY REPEATING APPOINTMENT 

O Select the Monthly option (O changes to ©). 

0 Select the Day option (O changes to ©). 

e Type the day of the month you want to use. 

0 Type the monthly interval you want to use. 

• You can also click here ( changes to ‘) and 
then specify a relative interval. 


CREATE A YEARLY REPEATING APPOINTMENT 


o Select the Yearly option (O changes to ©). 
0 Select the Every option (O changes to ©). 


Q Click QI and then click a month. 

© Type the day of the month you want to use. 


• You can also click here ( changes to * ) and 
then specify a relative interval. 



Can I make changes to one appointment 
in a series of appointments? 

Yes. Follow these steps: 

Q In Calendar, navigate to the date when the 
appointment occurs. 


© Double-click the appointment. 


0 Select Open this one (O changes to ©). 
© Click OK. 
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0 Make changes to the appointment and save your work. 

















































Create an 
All-Day Event 


You can create an all-day event if the event has no 
set time — for example, a birthday, anniversary, or 
multiple-day event such as a sales meeting or 
vacation. 


Create an All-Day Event 



Q In Entourage, click the Calendar 
button (|n). 

0 Navigate to the date when the 
event occurs or begins. 

0 Click New. 


© Select the All-day event option 
(E changes to 3£). 

0 If the start date is incorrect, use 
the Start date navigator to click 
the correct date. 

0 If the event occurs over multiple 
days, use the End date navigator 
to click the ending date. 
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© Fill in the rest of the event details. 

Note: See the section "Create an Appointment" to 
learn how to specify appointment details. 

© Press E>®to save the event. 

© Click the Close button (|S). 



• Calendar adds the event to the 
top of the appointments list. 



IT 


day 

event or appointment is there a 
way to prevent Calendar from 
playing a sound when the 
reminder appears? 

Yes. Follow these steps: 

© Click Entourage. 

o Click Preferences. 

The Preferences dialog appears. 

© Click Notification. 

© Click Reminder sound (V changes 
to E). 

© Deselect the check box beside any other sound you do not want to hear (2 changes to L). 
© Click OK. 





If I add a reminder to an all- 




































Invite People 
to a Meeting 


You can use Entourage to send an e-mail message 
that invites other people to a meeting. You can then 
use Entourage to monitor the responses and see who 
accepts or declines the invitation. 

For best results, the people you invite should be using a compatible 
calendar program, which means a program that supports the iCalendar 
format. This includes other Entourage users, Mac iCal users, and 
Microsoft Outlook users. 


Invite People to a Meeting 



O Switch to Calendar and create a 
new appointment. 

Note: See the section "Create an Appointment" to 
learn how to create a new appointment. 

o Click Invite. 

You can also run the Invite 
command by pressing E2IEI + 

QO 
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An addressing dialog appears. 

e Click the To field and then type 
the recipient's address or click 
and then double-click the recipient 
in your Address Book list. 
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o Click Add or press lieia . 

0 Repeat Steps 3 and 4 to add all 
the attendees you want to invite 
to your meeting. 


0 Press 


Return 
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• Entourage adds the attendees to 
the event window. 

Q If you have more than one e-mail 
account, click the From [T and 
then click the account you want to 
use to send the invitation. 

© Fill in the rest of the meeting 
details. 

Note: See the section "Create an Appointment" to 

learn how to specify appointment details. 


Q Press d+0) to save the 
meeting. 

0 Click Send Now. 

You can also send the invitation 
by pressing El+ rHflffll 

Entourage adds the meeting to 
your calendar and sends the 
invitation message. 

Note: To check attendee responses, double-click 
the meeting in Calendar, and then click View 
attendee status. 
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How do I respond to a meeting 
invitation? 

Double-click the message to open it, and then 
click one of the following buttons: 

• Accept if you can attend the meeting. 

• Decline if you cannot attend the meeting. 

• Tentative if you are not sure you can attend. 

When Entourage asks if you want to send a 
response, select Yes, with comments; Yes, 
without comments; or No (O changes 
to ©), and then click OK. 




Ron v 

□ □ 
AuppL ErnLalw* 



V-p-Li iPLpcrulvil Ed ihH J'i ■ ! 

From: Crtg Kumin 
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Create 
a Task 


You can monitor tasks — from large projects 
such as budgets to basic chores such as returning 
phone calls — by using Calendar to record your 
tasks, including when they start and when they 
are due. 


Create a Task 



O Click the Tasks button (|S). 

You can also switch to the Tasks 
window by pressing 0+0. 

0 Click New. 

In the Tasks window, you can also 
press ED+(01 to start a new task. 



Calendar displays a task window. 

0 In the Task text box, type a name 
for the task. 

• The window name changes to the 
name of the task. 

O To specify a starting date, select the 
Start date option (E changes 
to ) and then type the date. 

0 To specify a due date, select the 
Due date option (E changes 
to v) and then type the date. 





































0 Click the Priority [T and then 
click the priority you want to 
assign the task. 

© In the large text box, type notes 
related to the task. 

© Press ©+0 to save the task. 

© Click the Close button (|S). 


• Entourage adds the task to the 
Tasks list. 
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How do I make 
changes to a task? 

When you save a new task, 

Calendar adds it to both 
the Tasks list and the To 
Do List. To edit the task, 
click and then click 
either Tasks or To Do List. 

Double-click the task to open the 
task details in a window. Make your changes, press 
E3+0), and then click |S. To remove a task, click 
it, press O, and then click Delete. 



Can Calendar remind 
me on a specific date 
and time when a task 
is due? 

Yes. As with an 
appointment, you can 
specify a specific date 
and time that Calendar 
displays a reminder for 
the task. Follow Steps 1 to 5 to set up a task. 

Select the Reminder option (!_ changes to 1!) 
and then type the date and time when you want 
the reminder to appear. 



























Create a 
Repeating Task 


You can schedule a task that occurs at a regular 
interval, such as a weekly phone call or a monthly 
writing assignment as a recurring task . You can set 
up the task to repeat daily, weekly, monthly, 
yearly, or every weekday. 

You can also set up a custom recurrence pattern to suit your needs. 


Create a Repeating Task 



CREATE A BASIC REPEATING 

TASK 

O Switch to Tasks and create a new 
task. 

Note: See the section "Create a Task" to learn how 

to create a new task. 

O Click the Occurs QI and then 
click the recurrence interval you 
want to use. 

• To create your own recurrence 
interval, click Custom or click 
Edit to open the Recurring Task 
dialog. The rest of this section 
shows you how to use this dialog. 

CREATE A DAILY REPEATING 

TASK 

Q Select the Daily option 
(O changes to ©). 

0 Select the Every option 
(O changes to ©). 

€> Type the daily interval you want 
to use. 

• If you want to schedule a new 
task after you complete the 
current task, select this option 
(O changes to ©). 
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CREATE A WEEKLY REPEATING TASK 

o Select the Weekly option (O changes to ©). 

0 Type the weekly interval you want to use. 

e Select the check box beside each day you want to 
use (E changes to v). 

• If you want to schedule a new task after you 
complete the current task, select this option 
(O changes to ©). 

CREATE A MONTHLY REPEATING TASK 

o Select the Monthly option (O changes to ©). 
0 Select the Day option (O changes to ©). 
e Type the day of the month you want to use. 

0 Type the monthly interval you want to use. 




CREATE A YEARLY REPEATING TASK 

O Select the Yearly option (O changes to ©). 
0 Select the Every option (O changes to ©). 
0 Click [T and then click a month. 

Q Type the day of the month you want to use. 
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Can I create a repeating task that ends 

O Follow the steps in this section to create a 
repeating task. 

o Double-click the repeating task to open 
the Recurring Task dialog. 

© Select the End after option (O changes 
to ©). 

0 Type the total number of occurrences you 
want Entourage to repeat. 

0 Click OK. 
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Mark a Task 
as Complete 


When you finish a task, you should mark it as 
complete to keep your list of tasks up-to-date 
and to avoid accidentally repeating a task. 


Mark a Task as Complete 



O Click the Tasks button (|S). 

You can also switch to the Tasks 
window by pressing 0+0. 

0 Select the check box beside the 
finished task (_ changes to 5!). 


• Entourage adds strikethrough 
formatting to the task text. 

• Entourage inserts the current date 
and time in the Completed Date 
field. 







































Display Only 
Incomplete Tasks 


i 

Working with Appointments and Tasks 



You can make the Tasks list easier to navigate and your 
pending tasks easier to view by configuring the Tasks list 
to display only incomplete tasks. This is particularly 
useful if you have a long list of completed and pending 
tasks, because it enables you to focus on just those tasks 
that remain to be done. 
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Display Only Incomplete Tasks 


Q Click the Tasks button ([S). 

You can also switch to the Tasks 
window by pressing EI+®. 

0 Click View. 

0 Click Incomplete Tasks. 


• Entourage displays only your 
incomplete tasks in the Tasks list. 

• You can also click the Task Views 
[►” ([►" changes to [*") and then 
click Incomplete. 
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Working with 
Contacts 



Entourage includes the 
Address Book tool to enable 
you to manage your 
contacts, whether they are 
colleagues or clients, friends 
or family members. For each 
person you can store a wide 
range of information, and 
you can also organize 
contacts into groups for 
easier e-mailing. 













Add a New Contact.378 

Add a Contact for Yourself.380 

Edit a Contact.382 

Create a Contact Group.384 

Map a Contact's Address.386 

Get Directions to a Contact's Address.388 

Work Faster with the Preview Pane.390 

Delete a Contact.392 












I Add a New i 
Contact J 


You can store contact information for a 
particular person by creating a card for that 
person in Address Book. You can store a 
person’s name, work and home addresses, 
phone numbers, e-mail address, Web page 
address, and much more. 


Add a New Contact 



Q In Entourage, click the Address 
Book button (|H). 

Q Click New. 

In the Address Book window, you 
can also start a new contact by 
pressing E3+EI!. 
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Entourage displays the Create 
Contact window. 

0 Type the contact's name and work 
information in the fields in the 
Name & E-mail section. 

• If you have a second e-mail 
address for the contact, click IX, 
click the type of e-mail address, 
and then type the address in the 
text box. 
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© Type the contact's phone numbers 
in the fields in the Phone 
Numbers section. 

• If you have a phone number that 
is not a mobile number, you can 
click E and then click the type of 
phone number. 


0 Type the contact's work address in 
the fields in the Address section. 

• If you have a home address for 
the contact, click E and then 
click Home. 

Note: See the section "Edit a Contact" to learn how 
to add more data to the card. 

O Press 0+0 to save the contact. 

0 Click |S. 

Entourage saves the new contact 
and adds it to the Address Book. 
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Can I add an e-mail 
correspondent to the Address 
Book? 

Yes. You can use a message that 
you have received from that person 
to create a contact. Click Mail (@), 
click the message from the person you want to 
add, click Message, and then click Add To 

Address Book (or press QS^D + ID + Q)- If the 
person sent you a vCard (VCF) file as an 
attachment, double-click the file, click Open, and 

press 0 + 0 to save the contact data. 



How do I import messages from 
another address book 
program? 

First, use the other program to 
export your contacts to a comma- 
delimited text file, also called a 
comma-separated values (CSV) file, 
and then store that file on your Mac. In Entourage, 
click File and then click Import to open the Import 
dialog. Select the Contacts or messages from a 
text file option (O changes to ©), press fSTSUHl . 
select the Import contacts from a tab- or comma- 
delimited text file option ( " changes to @), press 
~), click the file, and then click Import. 


Return 



































Add a Contact , 
for Yourself i 


You should add an item to the Address Book 
that includes your contact information. This 
enables you to easily send your contact data to 
other people. 


Add a Contact for Yourself 



Q In Entourage, click the Address 
Book button (|H). 

0 Create a new contact and add 
your contact information. 

Note: See the section “Add a New Contact" to 
learn how to create a new contact. 


© In the Address Book list, click your 
contact. 

O Click Contact. 

0 Click This Contact Is Me. 


















































Entourage asks you to confirm 
that you want this contact to 
represent you. 

o Click OK. 


• Entourage marks your contact 
with a special icon. 


Working with Contacts 






How do I send my contact information to another person? 

Now that you have your contact information in the Entourage 
Address Book, you can share that information with other people by 
sending your data as a vCard. This is a standard contact file format 
that is supported by many address book programs, including 
Entourage, Apple's Address Book, and Microsoft Outlook. 


Click the Address Book button (I - ), click your contact, click 
Contact, and then click Forward as vCard (or press @ + 0]). In 
the address window, type your recipient's address and then press 
. Complete the e-mail message and then click Send. 
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Edit a 
Contact 


If you need to change a contact’s existing 
information, or if you need to add new 
information to a contact, you can edit the 
contact from within the Address Book list. 

If Entourage does not have an existing field that suits the data you 
need to add to a contact, you can create a custom text or date field. 


naan. 



EDIT EXISTING CONTACT FIELDS 

Q In Entourage, click the Address 
Book button (|H). 

Q Double-click the contact you want 
to edit. 



Entourage opens the contact for 
editing. 

0 Click the tab that contains the data 
you want to edit. 

© Edit the existing fields as required. 

0 Repeat Steps 3 and 4 to make all 
your changes to the contact's 
data. 

o Press 0+0 to save your work. 
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EDIT CUSTOM CONTACT FIELDS 

Q Click the tab that is appropriate to the type 
of data you want to add. 

• If you want to add a custom date field, click 
the Other tab. 

Q Click the label of the custom field you want 
to use. 



Entourage displays the Edit Custom Label 
dialog. 

o In the Edit label text box, type a label for the 
new data. 



O Click OK. 

• Entourage updates the label. 

0 Type the data into the custom field. 

0 Repeat Steps 1 to 5 to edit other custom 
fields. 

0 Press m+@ to save your work. 

0 Click the Close button ([S). 

Entourage closes the editing window. 




Multiple people have access to 
my Address Book. Is there a way 
to keep track of the edited 
contacts? 

Entourage does not offer any direct way to track 
changes made to contacts. However, Entourage 
does offer a special Address Book view that shows 
only those contacts that have been edited in the 
past seven days. To switch to this view, click the 

Address Book Views [►" ([►" changes to p* 7 ) and 
then click Changed in the Past 7 Days. 


I want to edit multiple 
contacts. Is there an easy way 
to navigate my contacts? 

Fortunately, Entourage offers a couple 
of keyboard shortcuts that enable 
you to navigate your contacts without 
closing the editing window. To move to the 

contact in the Address Book list, press O + C 
move to the previous contact in the Address 

list, press H + O. 
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Create a 
Contact Group 


You can organize your contacts into one or more 
groups, which is useful if you want to view just a 
subset of your contacts. You can create a group 
first and then add members, or you can select 
members in advance and then create the group. 


Create a Contact Group 



Q In Entourage, click the Address 
Book button (|H). 

Q Select the contacts that you want 
to add to the group. 

To select multiple contacts, hold 
down CD and click each contact. 


0 Click the New F. 

O Click Group. 

Entourage opens a new group 
window. 
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• The contacts you selected appear 
in the group list. 

0 In the Group name text box, type 
a name for the group. 

0 To add another contact to the 
group, click Add. 

0 Type the contact's address. 



If the person is in your Address 
Book, you can also type his or her 
name. 

0 Press @+© to save your work. 
Q Click [S. 

Entourage closes the editing 
window. 

• Entourage adds the contact group 
to the Address Book list. 




Can I send an e-mail 
message to the group? 

Yes. This is one of the 
best reasons to create a 
group. Normally, sending 
an e-mail message to 
multiple contacts involves 
typing or selecting multiple 
addresses. With a group, 
however, you send a single message to the group, 
and Entourage automatically sends a copy to each 
member. In the Address Book list, click the group 
and then click E-mail in the toolbar. 



Can I set up a 
meeting with the 
group? 

Yes. If you often invite 
the same people to a 
meeting, create a group 
that consists of those 
contacts. You can then 
use that group to invite each 
person to a meeting. In the 
Address Book list, click the group and then click 
Invite in the toolbar. 





































Map a Contact's 
Address 


If you have added a contact’s home or work 
address to the Entourage Address Book, you can 
display a map that shows the location of that 
address. 

Entourage uses Microsoft MapPoint to display the address on the 
MSN Maps & Directions Web site. 


Map a Contact's Address 



Q In Entourage, click the Address 
Book button (|H). 

Q Double-click the contact you want 
to work with. 


Entourage opens the contact. 

€> Click the tab that contains the 
address you want to map. 

Q Click the Address Actions icon 

(F). 
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0 Click Show on Map. 




Entourage launches your Web 
browser, loads the MSN Maps & 
Directions Web site, and displays 
a map that shows the address. 


How do I display a contact's Web page? 

If you added a Web address to the contact's 
Home or Work tab, follow these steps to load 
the page into your Web browser: 


m n 




PWJMi 




Q Click |H. 




Q Double-click the contact you want to work with. 

0 Click the tab that contains the Web address 
you want to load. 

Q Click the Open Web Page icon (|ui). 

Entourage launches your Web browser and 
displays the Web page. 
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Get Directions to a 
Contact's Address 


If you add a contact’s home or work address to 
the Entourage Address Book, and you add a 
home or work address to your own contact, you 
can get specific directions to the contact’s address. 

Entourage uses Microsoft MapPoint to display the driving directions 
on the MSN Maps & Directions Web site. 


Get Directions to a Contact's Address 



Q In Entourage, click the Address 
Book button (|H). 

Q Double-click the contact you want 
to work with. 



Jitrl 


Entourage opens the contact. 

€> Click the tab that contains the 
address you want to travel to. 

Q Click the Address Actions icon 
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0 Click Driving Directions from 
Home. 

• If you are traveling to the contact's 
address from work, click Driving 
Directions from Work. 




I-*.- 



Entourage launches your Web 
browser, loads the MSN Maps & 
Directions Web site, and displays 
the directions. 




I want to use a contact's address in a separate document. Is there an 
easy way to copy the entire address? 

Yes. Entourage has a feature that you can use to copy a contact's name and 
address to the Mac OS X Clipboard. Follow Steps 1 to 3 to display the tab that 
contains the address you want to copy. Click and then click Copy Name 
and Address to Clipboard. Switch to the document you are working on, 
position the cursor where you want the name and address to appear, and then 
press D+Q. Mac OS X inserts the name and address into the document. 





































Work Faster with 
the Preview Pane 


You can use features found in the preview pane 
to perform many contact tasks faster and easier. 
For example, you can use the preview pane to 
send a contact an e-mail message or meeting 
invitation, edit a contact, and map a contact’s 
address. 


Work Faster with the Preview Pane 



EXPAND THE PREVIEW PANE 

o l n Entourage, click the Address 
Book button (HZ). 

0 Click the contact you want to work 
with. 

• Entourage displays some of the 
contact's data in the preview pane. 

e Click and drag the divider bar up 
to show more information in the 
preview pane. 

SEND A MESSAGE TO THE 

CONTACT 

O Click the Edit this Contact 

icon <r)■ 

0 Click New Message To. 

• To invite the contact to a meeting, 
click New Invite To. 

• You can also send a message 
by dicking_the Send Mail 
button (F). 

• Click this link to view the most 
recent message you sent to the 
contact. 




• Click this link to view the most 
recent message you received from 
the contact. 
































\ 

Working with Contacts 


chapter 


20 


WORK WITH THE CONTACT'S 
ADDRESSES 

O Click the Address Actions icon 
(P) beside the address you want 
to work with. 

Q Click the address action you want 
to perform. 


DISPLAY THE CONTACTS WEB 

PAGE 

O Click the Open Web Page icon 
(|u) beside the Web address you 
want to display. 

• You can click the Add to 
Calendar icon (C^) beside any 
date to add that item to the 
Entourage Calendar. 

• You can click the Magnify Phone 
Number icon (P~) to display a 
magnified version of any phone 
number. 




If I do not use the preview pane, can I turn it off? 

Yes. The preview pane can be very handy, but it takes up quite a bit of 
room, especially if you expand it to show more contact data. If you use 
the preview pane rarely or not at all, it is a good idea to turn it off to get 
more room in the Address Book window. To toggle the preview pane 
off and on, click View and then click Preview Pane. You can also 
toggle the preview pane by pressing ©+(fl. 


















1 Delete a , 
Contact l 


If you have an Address Book contact that you 
no longer require, you should delete that 
contact to make the Address Book list easier to 
navigate. 

You can also delete any contact groups that you have created. 


naan. 



DELETE A CONTACT 

o l n Entourage, click the Address 
Book button (HZ). 

0 Click the contact you want to 
delete. 


0 Click Edit. 

0 Click Delete Contact. 


You can also press 


Delete 


Entourage asks you to confirm the 
deletion. 

0 Click Delete. 

Entourage removes the contact 
from the Address Book. 
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DELETE A CONTACT GROUP 

Q Click [Z. 

0 Click the contact group you want 
to delete. 

0 Click Edit. 

0 Click Delete Group. 

You can also press E0+C2S3- 


Entourage asks you to confirm the 
deletion. 

0 Click Delete. 

Entourage removes the contact 
group from the Address Book. 




How do I delete a contact 
from a group? 

To remove just a single 
contact from a group, click 
and then click the contact 
group you want to work with. 
In the list of the group's 
contacts, click the contact you 
want to delete and then click 



Remove. Press @+l] to save the group, and 
then click the Close button (|S). 


When I delete a contact 
group, does this affect 
the group's contacts in 
any way? 

No. A contact group is a 
separate list of contacts, 
and deleting a group — or 
deleting a single contact 
from a group — has no effect 
on those contacts. In particular, the group's 
contacts are not removed from the Address Book. 
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Symbols and Numerics 

= (equal sign), 240 
* (multiplication sign), 240 
+ (plus sign), 240 
3-D effects, 79 

A 

absolute cell references, 256-257 
Address Book (Entourage) 

contact group, creating, 384-385 
contact group, deleting, 393 
contact information for yourself, adding, 380-381 
contacts, adding new, 378-379 
contacts, deleting, 392-393 
contacts, editing, 382-383 
contact's address, copying, 389 
contact's address, mapping, 386-387 
e-mail correspondent, adding an, 379 
importing messages from another address book 
program to, 379 
preview pane, 390-391 
selecting contact address from, 334-335 
sending message from, 335 
Web page, displaying a contact's, 387 
all-day events, creating, 366-367 
animation, 314-319 
Applications folder, 4 
appointments 

changing, 363, 365 
creating, 362-363 
arithmetic formulas (Excel), 240 
attachment 

adding, 336-337 
opening, 348 
saving, 349 
virus in, 349 

AutoCorrect tool (Word), 136-137 
AutoFill (Excel), 206, 207 
AutoFilter (Excel), 214-215 
AutoFormat feature 
Excel, 220-221 
Word, 150-151 

automatic appearance at startup 
of Microsoft Office 2008,5 
of Project Gallery, 21 

automatic message checking, changing time for, 343 
AutoSum feature (Word), 158-159 
AutoSum formulas (Excel), 246-247 
AutoText feature (Word), 88-89 

B 

background 

changing, 300-301 
hiding, 75 


bar tab, 102 

Bcc (blind courtesy copy), 335 
Blank layout (PowerPoint), 291 
boilerplate text, 137 
bold text, 48 
borders 

Excel, 236-237 
Word, 110 

bullet 

custom character or picture as, 299 
sizing, 299 

style, changing, 298-299 
bulleted lists, 84-85,277 

C 

Calendar 

all-day events, creating, 366-367 
appointments, changing, 363, 365 
appointments, creating, 362-363 
daily repeating appointments, creating, 364 
daily repeating tasks, creating, 372 
date, navigating to a specific, 361 
inviting people to a meeting, 368-369 
meeting invitation, responding to, 369 
Mini Calendar, navigation with, 360 
Month view, 361 

monthly repeating appointments, creating, 365 
monthly repeating tasks, creating, 373 
navigating, 360-361 

repeating appointments, creating, 364-365 
repeating tasks, creating, 372-373 
tasks, changing, 371 
tasks, creating, 370-371 
tasks, displaying only incomplete, 375 
tasks, marking as complete, 374 
tasks, reminder for, 371 
Week view, 361 

weekly repeating appointments, creating, 365 
weekly repeating tasks, creating, 373 
Work Week view, 361 

yearly repeating appointments, creating, 365 
yearly repeating tasks, creating, 373 
cell address (Excel), 182 
cells (Excel) 

deleting, 199 
deleting data in, 198,199 
deleting formatting in, 199 
editing data in, 186-187 
entering data into, 184-185 
overview, 182 
cells (Word tables) 

merging, 152-153 
selecting, 144-145 
splitting, 154-155 
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character spacing 

PowerPoint, 297 
Word, 105 
chart sheet, 261 
charts 

creating, 260-261 
deleting, 271 
gridlines, 265 
horizontal gridlines, 265 
labels, adding, 263 
legend, 264 
moving, 270,271 
objects, formatting, 266-267 
objects, selecting, 267 
in PowerPoint, 280-281 
resizing, 271 
styles, applying, 268 
titles, adding, 262 

type of chart, selecting a different, 269 
vertical gridlines, 265 
circle, drawing a, 61 
clip art. See also graphics 
finding, 63 
inserting, 62-63 
closing documents, 38-39 
color 

font, 50-51 

scheme, creating a custom, 305 
column (Excel) 

described, 182 
freezing, 231 
hiding, 229 
inserting, 197 
selecting entire, 203 
width, changing, 224-225 
columns in Word tables 
deleting, 147 

displaying text in, 118-119 
inserting, 146,147 
width of, 148, 149 

comma-separated values (CSV) file, 379 
comments, 95 

comparison formulas (Excel), 241 

Comparison layout (PowerPoint), 291 

compatibility of documents with earlier versions of Office, 40-41 

compatibility of fonts with Office for Windows, 47 

concordance file, 179 

contact group 

creating, 384-385 
deleting, 393 

sending e-mail message to, 385 
setting up a meeting with, 385 
cover pages, 162-163 
CSV (comma-separated values) file, 379 
custom borders (Excel), 237 


custom list, 207 

customizing buttons on toolbars, 9 

D 

daily repeating appointments, creating, 364 
daily repeating tasks, creating, 372 
date field (Word), 90-91 
decimal tab, 102 
default tab, 103 

Dictionary tool (Word), 124-125 
Dock 

adding an office program to, 14 
quitting an Office program using, 15 
documents 

closing, 38-39 

compatibility with earlier versions of Office, 40-41 
editing, 24-27 
formatting, copying, 54-55 
grammar errors, checking for, 32-33 
opening, 23 
previewing, 37 
printing, 36-37 
saving, 22 
searching in, 28-29 
spelling errors, checking for, 32-33 
Web page, saving a document as a, 34-35 
Draft view (Word), 11 
drop shadows, 111 

E 

Elements Gallery, 6 
e-mail. See Entourage 
endnotes, 170-171 

Entourage. See also Address Book (Entourage) 
attachment, adding, 336-337 
attachment, opening, 348 
attachment, saving, 349 
attachment, what to do if virus is in an, 349 
automatic message checking, changing time for, 343 
Bcc (blind courtesy copy), 335 
contact address, selecting a, 334-335 
folder, creating, 350 
folder, deleting, 351 
folder, moving a message to a, 351 
folder, renaming, 351 
formatting for message, 341 
forwarding an e-mail message, 346-347 
junk e-mail messages, blocking a person who sends you, 
354-355 

junk e-mail messages, setting protection level for, 352-353 
offline, composing messages, 333 
overview, 333 

priority level of message, setting, 340 
reading e-mail messages, 343 
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receiving e-mail messages, 342 
redirecting an e-mail message, 347 
replying to an e-mail message, 344-345 
rules to filter incoming messages, creating, 356-357 
sending an e-mail message, 332-333 
signature, adding a, 339 
signature, creating a, 338-339 
spam, 352-355 
envelopes, 172-173 
= (equal sign), 240 
Excel 

AutoFilter feature, 214-215 
AutoFormat feature, 220-221 
borders and shading, adding, 236-237 
cell, editing data in a, 186-187 
cell, entering data into a, 184-185 
cell address, 182 
cells, 182 

cells, deleting, 199 

cells, deleting data in, 198,199 

cells, deleting formatting in, 199 

centering text across multiple columns, 233 

column width, changing, 224-225 

columns, 182 

columns, freezing, 231 

columns, hiding, 229 

columns, inserting, 197 

custom borders, 237 

displaying a hidden row or column, 229 

Format dialog, 266, 267 

Formatting Palette, 267 

Formula bar, 183 

gridlines, making borders standout from, 237 
merging two or more cells, 232-233 
new documents, 19 
number format, applying a, 218-219 
range, 182 

row height, changing, 226-227 
rows, 182 

rows, freezing, 230,231 
rows, hiding, 228 
rows, inserting, 196,197 
spreadsheets, 180 
workbook, 182 

worksheet inserted into Word document, 143 
worksheet tab, 182 
worksheets, adding blank, 191 
worksheets, copying, 192-193 
worksheets, creating, 190-191 
worksheets, deleting, 194-195 
worksheets, hiding, 195 
worksheets, layout of, 182 
worksheets, moving, 192-193 
worksheets, navigating, 188 
worksheets, renaming, 189 
wrapping text within a cell, 234-235 


F 

financial functions (Excel), 245 

Finder button, starting program with, 4-5 

folder 

creating, 350 
deleting, 351 

moving a message to a, 351 
renaming, 351 
font 

changing, 46-47 
color, 50-51 

compatibility with Office for Windows, 47 
effects, applying, 48-49 
guidelines, 51 
replacing, 306-307 
shortcuts, 49 
sizing, 47, 307 
footers (Word), 166-167 
footnotes (Word), 170-171 
Format dialog (Excel), 266, 267 
Format Painter, 54-55 
formatting 

copying, 54-55 
for Entourage message, 341 
graphics, 74-75 
Formatting Palette 
displaying, 44 
in Excel, 267 
hiding, 45 

Formula bar (Excel), 7,183 
formulas (Excel) 

absolute cell references, 256-257 

arithmetic, 240 

AutoSum, 246-247 

building, 242-243 

changing, 243 

comparison, 241 

copying, 255 

functions added to, 248-249 
moving, 254 
operands, 240 
operator precedence, 241 
operators, 240 
overview, 240-241 
range names added to, 250-251 
referencing another workbook range in, 253 
referencing another worksheet range in, 252-253 
relative cell references, 256-257 
viewing, 243 
functions (Excel) 

added to formulas, 248-249 
advantages of, 244 
financial, 245 
list of, 244-245 
mathematical, 244 
overview, 244-245 
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statistical, 245 
structure of, 244 

G 

grammar errors, checking for, 32-33 
graphics 

background, hiding, 75 
effects, applying, 75 
formatting, 74-75 
glow, adding, 77 
moving, 70 

Quick Styles, applying, 74, 75 
recoloring, 80-81 
reflection, adding, 78 
resizing, 71 
rotating, 71 

shadow, adding, 76, 77 
text wrapping in, 73 
3-D effects, 79 
as watermarks, 81 
gridlines, 237, 265 

H 

headers (Word), 164-165 
hidden row or column, displaying, 229 
highlighting text, 111 
Hyphenation tool (Word), 128-129 

I 

images. See graphics 
index, 176-179 
italic text, 48 

J 

junk e-mail messages, 352-355 


margins 

default, 113 
described, 112-113 
mathematical functions (Excel), 244 
meeting invitation, responding to, 369 
menus, quitting an Office program using, 15 
Microsoft Office Setup Assistant, 5 
Mini Calendar, navigation with, 360 
Month view (Calendar), 361 
monthly repeating appointments, creating, 365 
monthly repeating tasks, creating, 373 
* (multiplication sign), 240 

N 

narration, recording, 324,325 
new documents 
Excel, 19 
PowerPoint, 19 

Project Gallery used to create, 20-21 
Word, 18,19 

Notebook Layout view (Word), 11 
number format (Excel), 218-219 
numbered lists 

PowerPoint, 277 
Word, 86-87 

O 

Object Palette 

displaying, 58 
editing, 59 
hiding, 59 

offline, composing messages, 333 
opening documents, 23 
operands (Excel), 240 
operator precedence, 241 
operators (Excel), 240 
Outline view (Word), 11 


L 

labels added to charts, 263 
layout masters (PowerPoint), 308 
layout of Office windows, 6-7 
leader tab, 103 
legend on charts, 264 
line spacing 

PowerPoint, 296,297 
Word, 104, 105 


M 

mailing labels 

described, 174-175 
printing, 175 


P 

page breaks, 94 
page numbers, 96-97 
paragraph spacing 

PowerPoint, 296-297 
Word, 105 

paragraphs, indenting, 106-107 
pictures. 5ee also graphics 
cropping, 72-73 
finding, 65 
inserting, 64-65 

used as background for slides (PowerPoint), 301 
placeholders (PowerPoint), 290 
+ (plus sign), 240 
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PowerPoint 

background of slide, changing, 300-301 
Blank layout, 291 
bullet, sizing, 299 

bullet, using custom character or picture as, 299 

bullet style, changing, 298-299 

bulleted lists in, 277 

character spacing, 297 

charts in, 280-281 

Comparison layout, 291 

Content with Caption layout, 291 

custom format, reusing, 309 

every slide, selecting, 287 

line spacing, 296, 297 

Link narrations option, 325 

multiple slides, rearranging, 289 

new documents, 19 

Normal view, rearranging slides in, 288 
Normal view, selecting slides in, 286 
numbered lists in, 277 
object, moving a slide, 284 
object, resizing a slide, 285 
paragraph spacing, 296-297 
Picture with Caption layout, 291 
placeholders, 290 
presentation titles, 274 
Quick Style, applying a, 294-295 
rearranging slides, 288-289 
Rehearse Timings feature, 322-323 
selecting slides, 286-287 
skipping slides in presentation, 289 
slide footer, adding data to, 282-283 
slide layout, 290-291 

Slide Sorter view, rearranging slides in, 289 
Slide Sorter view, selecting slides in, 287 
slides, adding, 275 
slides, deleting, 275 
slides, text added to, 276-277 
subtitles, 274 
tables in, 278-279 
Title and Content layout, 291 
Title Only layout, 291 
Title Slide layout, 291 
Two Content layout, 291 
presentation titles (PowerPoint), 274 
preview pane (Address Book), 390-391 
previewing documents, 37 
Print Layout view (Word), 11 
printing 

documents, 36-37 
mailing labels, 175 
program preferences, 12-13 
programs 

quitting, 15 
starting, 4-5 


Project Gallery 

automatic appearance at startup of, 21 
used to create new documents, 20-21 
Protect Document tool (Word), 132 
Publishing Layout view (Word), 11 

Q 

Quick Styles, 74, 75,294-295 
Quick Tables (Word), 140 

R 

ranges (Excel) 

AutoFill, using, 206, 207 
autoformatting, 220-221 
automatically naming, 210-211 
borders and shading, adding, 236-237 
columns, selecting entire, 203 
conditional format for, 222-223 
copying, 209 
described, 200 

filling a custom series of values, 207 

filling a horizontal range, 204,205 

filling a range with a series of values, 206-207 

filling a range with the same data, 204-205 

filling a selected range, 205 

filling a vertical range, 204,205 

filtering, 214-215 

individual cells, selecting, 202 

manually naming, 210 

moving, 208,209 

naming, 210-211 

overview, 182 

rectangular range, selecting, 202 
rows, selecting entire, 203 
selecting, 202-203 
sorting, 212-213 
relative cell references, 256-257 
repeating appointments, creating, 364-365 
repeating tasks, creating, 372-373 
rows (Excel) 

described, 182 
freezing, 230,231 
height, changing, 226-227 
hiding, 228 
inserting, 196,197 
rows (Word) 

deleting, 147 
height of, 149 
inserting, 146,147 

S 

saving documents, 22 
scroll bars, 7 


scroll buttons, 7 

searching in documents, 28-29 

shading 

Excel, 236-237 
Word, 111 
shapes 

drawing, 60-61 
text added to, 61 
signature 

adding, 339 
creating, 338-339 

slide footer, adding data to, 282-283 

slide layout (PowerPoint), 290-291 

slide master, creating custom format using, 308-309 

slide shows (PowerPoint) 

action button, inserting, 320-321 
animating a bulleted list, 316-317 
animating a chart, 318-319 
animating a slide object, 314-315 
automating, 323 

custom version of, creating a, 326-327 
keyboard shortcuts for, 329 
recording narration for, 325 
rehearsing timing of, 322-323 
running, 328-329 
slide transitions, 312-313 
Slide Sorter view 

rearranging slides in, 289 
selecting slides in, 287 
slide transitions, 312-313 

slides (PowerPoint). See also slide shows (PowerPoint) 
action button, inserting, 321 
adding, 275 

background, changing, 300-301 
color scheme, creating a custom, 305 
deleting, 275 
every slide, selecting, 287 
fonts, replacing, 306-307 
fonts, sizing, 307 
layout masters, 308 
picture used as background for, 301 
Quick Style, applying a, 294-295 
recording narration for, 324 
single slide, applying a background to a, 301 
slide master, creating custom format using, 308-309 
text added to, 276-277 
themes, applying, 302-303 
themes, built-in, 302-303 
themes, custom, 303,304-305 
SmartArt graphics 
inserting, 68-69 
shapes used in, 69 
spam, 352-355 

special symbols (Word), 92-93 


spelling errors 

checking for, 32-33 
correcting, 136-137 
spreadsheets, 180 
square, drawing, 61 
Standard toolbar, 6 
statistical functions (Excel), 245 
Status Bar, 6 

subtitles (PowerPoint), 274 
sum formulas 
adding, 158 
updating, 159 
synonyms, 122-123 

T 

table of contents (TOC), 168-169 
tables (PowerPoint), 278-279 
tables (Word) 

AutoFormat feature, 150-151 
AutoSum feature, 158-159 
cells, horizontal merging, 152 
cells, merging, 152-153 
cells, selecting, 144-145 
cells, splitting, 154-155 
cells, vertical merging, 153 
columns, deleting, 147 
columns, inserting, 146,147 
columns, width of, 148,149 
conversion to, 143 
drawing, 142-143 
inserting, 141 
moving, 156 
overview, 138 
Quick Tables, 140 
resizing, 157 
rows, deleting, 147 
rows, height of, 149 
rows, inserting, 146,147 
splitting, 155 

sum formulas, adding, 158 
sum formulas, updating, 159 
tabs, 102-103 
tasks 

changing, 371 

creating, 370-371 

daily repeating tasks, creating, 372 

displaying only incomplete, 375 

marking as complete, 374 

monthly repeating tasks, creating, 373 

reminder for, 371 

repeating tasks, creating, 372-373 

weekly repeating tasks, creating, 373 

yearly repeating tasks, creating, 373 
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text 

aligning, 52-53 
all caps, 49 
bold, 48 
copying, 26 
deleting, 24 
editing, 24-27 
finding, 28-29 
italic, 48 
moving, 27 
pasting, 26,27 
replacing, 30-31 
selecting, 25 
small caps, 49 
strikethrough, 48 
subscript, 49 
superscript, 49 
underlining, 48 
in WordArt images, 67 
text effects, applying, 100-101 
text wrapping in graphics, 73 
themes (PowerPoint) 
applying, 302-303 
built-in, 302-303 
custom, 303, 304-305 
themes (Word), 116-117 
Thesaurus feature (Word), 122-123 
3-D effects, 79 
Title bar, 6 

titles added to charts, 262 

TOC (table of contents), 168-169 

toolbars 

customizing buttons on, 9 
displaying, 8 
hiding, 9 

Track Changes tool (Word), 130-131 
Translation tool (Word), 126-127 

U 

underlining text, 48 

V 

vertical gridlines, 265 
View buttons, 6 
views. See also specific views 
selecting, 10 
in Word, 11 

zoom magnification, changing, 11 


W 

watermarks, 81 

Web Layout view (Word), 11 


Web page 

displaying contact's, 387, 391 
saving a document as a, 34-35 
weekly repeating appointments, creating, 365 
weekly repeating tasks, creating, 373 
Window controls, 6 
window size control, 7 
Word 

AutoCorrect tool, 136-137 

AutoText feature, 88-89 

borders, 110 

bulleted lists, 84-85 

character spacing, 105 

columns, displaying text in, 118-119 

comments, 95 

concordance file, 179 

cover pages, 162-163 

date field, 90-91 

default font, changing, 47 

Dictionary tool, 124-125 

drop caps, 108-109 

drop shadows, 111 

endnotes, 170-171 

envelopes, 172-173 

Excel worksheet inserted into Word document, 143 

footers, 166-167 

footnotes, 170-171 

headers, 164-165 

highlighting text, 111 

Hyphenation tool, 128-129 

index, 176-179 

line spacing, 104,105 

mailing labels, 174-175 

margins, 112-113 

new documents, 18,19 

numbered lists, 86-87 

page breaks, 94 

page numbers, 96-97 

paragraph spacing, 105 

paragraphs, indenting, 106-107 

Protect Document tool, 132 

shading, 111 

special symbols, 92-93 

spelling errors, correcting, 136-137 

styles, 114-115 

table of contents (TOC), 168-169 
tabs, 102-103 

text effects, applying, 100-101 
themes, 116-117 
Thesaurus feature, 122-123 
time field, 90-91 
Track Changes tool, 130-131 
Translation tool, 126-127 
views in, 11 


Word Count tool (Word), 133 
WordArt images 

inserting, 66-67 
text in, 67 
work area, 7 

Work menu (Word), 134-135 
workbook (Excel), 182 
worksheet tab (Excel), 182 


worksheets (Excel), 143,188-195 
wrapping text within a cell, 234-235 

Y 

yearly repeating appointments, creating, 365 
yearly repeating tasks, creating, 373 
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